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NEW UNDERWOOD ELECTRIC: NEW BEAUTY IN STENCILS 


The Underwood Raphael. a new electric typewriter 
with simplified, easy-to-use variable letter spacing, 
cuts stencils of unique beauty, clarity and readability. 
Its specially designed typeface, conceived to give type- 
written communications greater dignity and prestige, 
is admirably suited to stencil work; when typing let- 
ters, the Raphael’s polyethylene carbon ribbon makes 
possible a high degree of contrast and sharpness that’s 
pleasing to the eye. Forademonstration of this remark- 
able typewriter, on your own work, without obligation, 
call your Underwood Representative. Or write to 
Underwood Corporation, One Park Ave., N.Y. 16, N.Y. 
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| by Varilyper 
COMPOSING MACHINES 


type-composed and ruled in ONE 


Operation..and on ONE machine! 


Your typist can take your 





rough penciled layout and give 
you a complete, finished form, 
including the type matter, di- 
rectly on a duplicating master 
or for offset camera, Both the 


Hl 





type and ruled lines are true 
printer's styles and are in- 
stantly changeable on the 
VARITYPER Machine. Skilled 





hand-ruling cannot match the 


precision of a VARITYPER 





“] 











Machine ruled line. a = as | 
iw’ TYPE 
» ‘ sf RULED LINES 


Your VARITYPER Ma- 
chine will also supply 


you with professional 

“type composition for 

5 nthe > > —_ 
ee amr Ere ee 4 E all your literature, re 
oe eevee seven & 3 ; ports, manuals, house 

“rr ew ? 2.@ : onve. 

= Pe eeeerx. organs, etc. This ‘ad’ 


is an example. 


Please send me VARITYPER Book D-77 


Varityper Corporation | «»« 
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now consecutive numbering 
for continuous forms 
in magnetic ink 
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new 
symbols 
to speed 
check 
sorting! 


First came continuous form checks with marginal- 
punching for processing by your data processing 
system. Then magnetic ink coding of your checks for 
electronic sort-back by bank name and company. Now 
new MICR consecutive numbering that enables auto- 
matic sorting of your checks to numerical order. Means 
faster, cost-cutting handling for check reconciliation. 


All checks with protective individual designs and 
printing, of course. Also available in unit sets of 
voucher style checks for processing on typewriters 
and other business machines. 
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ct ney Ask about consecutive numbering of your other con- 


——e tinuous forms in magnetic ink! For our informative 
etroit 


ieee new booklet New From American Bank Note, write to 
awe American Bank Note Company, 120 East 20th Street, 
San Francisco Chicago 16, Illinois. 

Boston 


AMERICAN BANK NOTE COMPANY 
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WALLACE B. SADAUSKAS, author of this Manual, is a staff 
analyst in Union Carbide Corporation’s Records Administration 
Dept., Management Services, where for the past five years he has 
been responsible for establishing and operating the forms design and 
control program. For the previous ten years he was a purchasing 
agent in Union Carbide’s General Purchasing Dept. where he made 
a specialty of the design, use and procurement of printed matter, 
particularly business forms. His work has given him the oppor- 
tunity to study the use of business forms in many widely diversified 
fields of application and under a great many conditions of use. 
This experience has brought him into contact with practically every 
supplier of business forms and business machines in the U. S. and 
Canada. He is a graduate of the Carnegie Tech School of Printing Management and has 
a Master’s Degree from the New York University’s Graduate School of Business Admin- 
istration. 


©) Copyright 1961 by 
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All rights reserved. This book, or parts 
thereof, must not be reproduced in any 
form without permission of the publisher. 
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Your stationer has these WI LS (} N 
...and hundreds of other 






“Snap-A-Way”’ 
Requests 


"Snap-A-Way”’ 
for Quotation 


Speed Letters 








“Snap-A-Way”’ 
''Snap-A-Way”’ Voucher Checks 
TaN ce) (ot-s Lal | Space reserved for 
Credit Memorandums magnetic ink imprinting 





@ Over 1000 Wilson Jones Stock forms 
@ Immediate delivery in any quantity 


@ Ready to use or imprint 
@ Consult YOUR STATIONER FIRST on any forms problem 


For More Information Circle No, 120 








JONES FORMS *::... 









puRCHASE 
ORDERS 


; ow“ ¥ 
A manirolo oT kal 





Manifold Book UE Tal hie) (eM = Lolo) 4 
Purchase Orders Sales and Delivery Forms 








Accountants’ When you visit your stationer look for 
Columnar Pads his Wilson Jones Business Forms Cen- 
and Work Sheets ter, where hundreds are on display. 


WILSON JONES 


© 1961 W uv Co 
209 S. Jefferson St., Chicago 6 » New York + Boston « Atlanta « San Francisco 
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From simple duplicating to 
electronic data processing 


Columbia Stock Continuous Forms for Every Need 


Offset or hectograph, printed or un-printed 
— whatever your duplicating requirements 
—only Columbia stock continuous forms 
give you these benefits: 


Easier and faster preparation—stock 
continuous forms may be prepared by 
tabulator, typewriter, teletype and mod- 
ern electronic data processing equipment. 


Rapid delivery—no waiting, no huge in- 
ventory, either. Orders for stock unprinted 
forms, ‘‘Colitho’’ brand for offset or 
“Columbia” brand for hectograph, are 
shipped immediately. Any quantity from 
1,000 on up. 


Versatility and flexibility —the two types 
of stock continuous forms make it possible 
to use both hectograph and offset plates 
in combination to utilize existing equip- 
ment. Continuous forms open up a wider 
range of typewriter applications because 


STOCK CONTINUOUS FORMS BY 


they don’t have to be realigned. Sprocket 
punching guarantees automatic registra- 
tion in tabulator preparation. No tran- 
scription, no proof reading—direct from 
preparation to duplication—finished re- 
ports in a matter of minutes. 
Economical pre-printing—low cost 
printing charges and fast delivery. 
Choice of popular stock sizes —“‘Colitho” 
plates are available in these sizes: 8!4"’ x 
12”, 12” x 8144”, 14%" x 814”, 14" x 
10’, and 10” x 15’. “Columbia” hecto- 
graph forms are sold in these dimensions: 
97%" x 11”, 14%" x 8%”, 14%" x 11” 
and 814” x 11”. For further information 
consult the yellow pages for the Columbia 
salesman nearest you, or write: Columbia 
Ribbon & Carbon Mfg. Co., Inc., 016 
Herb Hill Road, Glen Cove, N. Y., or 
Columbia Ribbon and Carbon Pacific, 
Inc., Duarte, Calif. 
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NEW FROM 3M 


A PAPER TO MAKE BUSINESS FORMS 
EASIER, MORE ECONOMICAL TO USE! 


Fill out this business form just once, yet the amazing 
second sheet gives you up to 25 extra copies! The secret 
is a new paper—'‘Thermo-Fax"’ Systems Paper. 
Make clean, bright, bond-weight Systems Copies 
directly from a Systems Paper master in the form 

. with just a touch of a ‘‘Thermo-Fax"’ Business 
Machine ‘‘start’’ button. You can make white, 
green, blue, canary or pink copies in just seconds 
for pennies! No messy duplicating materials ...no 
involved procedures needed. Such an easy, 
inexpensive way to make multiple copies right 
where—and when—you need them. And, 
‘‘Thermo-Fax'’ Systems Papers come 
in many sizes to be inserted in continuous A 
forms, snap-apart forms or to fit 
your own special paperwork needs. 
Mail this coupon for complete, 
free information. 


MINNESOTA MINING & MANUFACTURING CO. 
DEPT. DFI-61, ST. PAUL 6, MINNESOTA 


Please send me complete information about the new cost 


\S COPYING PRODUCTS Ma 
Sea MY saving ‘‘Thermo-Fax"’ Systems Papers and how they make 


7 business form processing easier, faster than ever before. 


Miiwwesora Miinine AND | name 


anu racrurine company | ‘'®™ 
. WHERE RESEARCH IS THE ADDRESS 


KEY TO TOMORROW 
STATE 


ERED TRADEMARK OF 3M COMPANY 
For More Information Circie No, 
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Payset “one-writing” systems 
streamline your accounting 


and eliminate 
pegboards or 


other collating 
devices 
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PAYSETforms are a profit- 
able investment for almost 
any business. They save 
valuable accounting time 
because they are pre-assem- 
bled—always ready to use. 
The problems of gathering 
accounting forms on pegboards, clampboards or PAYSET Payroll Advantages 
similar devices are eliminated forever. A company 





: a ; Check shows all earnings and 
with a weekly payroll of 100 can save approxi- deductions for the payroll 


mately 90,000 postings annually. Actual produc- period for each employee. 
tion samples of many specialized Payset applica- Employee Compensation Record 
tions are available. They range from payroll prowiees @ complete Historical 


record of each employee's earn 
systems for both large and small businesses to ings and deductions for the entire 


special systems developed for small companies as year. 


well as large national organizations. Payroll Journal contains com 
plete information on the entire 


Your Pay set representative e willbe glad toshow you payroll for each pay period 


> - 
actual production samples of many Payset “‘one ee a 
writing’ systems to streamline your accounting. assembled with each set 


Payroll « Payables © Receivables * Cash Receipting ¢ Labor Distribution 
and Many Specialized Applications ! 


danagin " -board accounting 


peg e Ca// your 
PAYSET without peg-boards nearest Payset 


2210 W. Eleventh St., Los Angeles 6, Calif. distributor 
Phone DUnkirk 3-3129 or write us direct 


ATLANTA, GA.- Jar 7-4115 ERIE, PA.—GLendale 2-1488 PHILADELPHIA, PA.—WA 
Business F a ted Alishouse Business Forms Co Atlantic Loose Leaf Co 
AUGUSTA, ME. MAY fair 3-3811 INDIANAPOLIS, IND. —ME! 4.3388 PHOENIX, ARIZ.—AM 4.4141. 
a gle Business Forms, Inc PBSW Office Equipment Cer 
BALTIMORE, MD. MUlberry 5-11 LITTLE R ROCK, ARK. —FRanklin 6-27 PITTSBURGH, ae binant 36 
. oss 7 ’ Consolidated Business Fo 
BINGHAMTON, N.Y.—RA 9-612: LOS ANGELES CALIF. cp, ‘ P 
oe Fe * iets ), PAYSET, INC PORTLAND, ME. r Pruce 4-6384 
BUFFALO, N.Y. TI 154 DUnkirk 456, S & J Company ee are mene 
E B Forms, Inc MILWAUKEE, WIS.—BRoadway | ' BoCNESren. diet Aker § 8 
CEDAR RAPIDS, 1A.—EMpire 1 Forms Co ay eens : 
son Business Forms NASHVILLE, TENN. —ALpine 6-3661 SALT LAKE CITY, UTAH—HUnter 

CHICAGO, ILL. all & Bruce Co ane Soe Se ah ce 
iEwcastle 1-2432, MICR Forms NEW ORLEANS, LA.—JAckson 5-6248 ST. LOUIS, MO.—OLive 2-545: 
ROdr rey 3.23 88, Modern Business Forms a »y-Rodd-Pursell, Ltd The Flesh Co 
DENVER, cOLO —AComa 2-053 NEW ‘YORK, 'N.Y.—SPring 7-4142 UTICA, N.Y.—SwWift 7-164¢ 

Ce nial School Supply ) Standard Business Machines Pfleeger Business Equipment 
EL PASO, TEX.—KE 3-2466 NORFOLK, VA.—MAdison 2-7083 WICHITA, KAN.—AMherst 7-5201 
Business Forms “Sen rd Forms, Inc Office Systems, Inc 
FT. WORTH, TEX.—PE 2-3921 OMAHA, NEB.—341-4278 YOUNGSTOWN, 0.—SW 9.8691 


> W 
The Warren Taliman Co Sahler B ssiness Fc rms Cc Wooten Accounting Forms 
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Insist on the quality and economy of 


PORT HURON 
CARBON PRODUCTS © 


HURON COPYSETTE 


for carbon copies 


Huron Copysette combines in one 
ready-to-type unit a high quality 
second sheet and a sheet of one- 
time carbon. Each typist can save 
up to one-half hour per day by 
eliminating the collating and 
jogging of loose carbon and 
second sheets. Copies are crisp 
and uniform. 

At its surprisingly low price, 
Huron Copysette frequently costs 
less than carbon paper and sec- 
ond sheets bought separately . . . 
and overlapping inventories are 
eliminated. 


*PATENTED 


Muon ay 
We LOUT Sul 


MANIFOLD CARBON PAPER SETS 


*Licensed under Kerr Patent No. 2,557,875 


PORT HURON 
CARBON PAPERS 


for business forms 


Automated business machines re- 
quire special carbon finishes to 
produce sharp, readable copies. 
At Port Huron our development 
program has produced carbon 
finishes and base carbonizing 
papers which combine to give 
the ultimate in ‘“‘write’’ on all 
forms writing equipment. 

We are happy to work with forms 
designers in developing carbon 
papers for special applications. 
Our rigid quality control guar- 
antees carbon papers which will 
perform uniformly at all times. 


a 
ONE-TIME 


write for samples and informative literature. 


PORT HURON SULPHITE & PAPER CO. 
PORT HURON, MICHIGAN 
Sales Offices: Ridgewood, N.J. © Wilmette, Ill. 
Werpieusess Ridgewood, N.J. ® Chicago, Ill. © East St. Louis, Ill. 


For More Information Circle No. 186 


Manual of Business Forms 








Sy FREE! 


New comprehensive 


Envelope 
Selector 
Chart 


A helpful tool for every 
envelope user 


New complete guide to envelopes 
and their uses has all these 
features: 


70 standard styles illustrated 


Cross reference listing by size 


Timely suggestions for using 
envelopes efficiently 


Handy desk size for quick, 
easy reference 


If you ever make a decision con- 
cerning envelopes, you'll want 
this useful chart right at your 
finger tips. 


FOR YOUR FREE COPY 
WRITE DEPT. TM 


UNITED 
STATES 
) ENVELOPE 


General Offices: Springfield 2, Mass. 


For More Information Circle No. 110 
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Addressograph-Multigraph machines 
and methods prepare and process forms 
for less MONEY! woes of forms you use, Addressograph- Mult. 
graph equipment and methods are adaptable to your systems to help cut costs! 


Multigraph® offset duplicating is universally adaptable for reproducing unit 
forms of all types — from small cards to large sheets — on blank or pre 
printed paper — in reproducing or non-reproducing inks. Imaging of line or 
photographic material is easy; changes equally simple. You can economically 
run as few or aS many copies as you need — even trial quantities. 


Addressograph® equipment also adds versatility in preparing copy for forms, 
such as writing originating data on many different forms from individual master 
records — or for imaging Multilith masters for many paperwork procedures. 


Let us show you how our For More Information Circle No. 201 
methods can help cut your 

costs. Contact our nearest Add, h-M / 1 f 
representative ... or write ressograp U tigrap 
Addressograph - Multigraph 1200 BABBITT ROAD + CLEVELAND 17, OHIO 


Corp., Cleveland 17, Ohio. [PA Meat Meme sicoM SMO sMsi0 ls] atcts 


©1961 A-M Corporation wi 
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...in which it buys a Hydraulic Test Unit! 


“The $1,195 we invested in a Monroe Accounting *That’s the name some businessmen 


Machine saved our company $4,700 in one year. Enough 

to buy a new hydraulic test unit for servicing the heavy 

farm equipment that we sell.” So states Mrs. Lucie Van 

Breen, Controller of M.F.D., Inc., San Jose, California. 
The accounting machine, with special keyboard-dating, 

now handles all Accounts Receivable and Payable with 

distribution, plus payroll for the two M.F.D. plants. 
Discover the extra margin of profit and 

growth that can be yours with a Monroe 

Accounting Machine. 


SEE THE MAN FROM MONROE 
° 


for CALCULATING » ADDING - ACCOUNTING - DATA PROCESSING MACHINES 


give the Monroe Accounting Machine. 
It cuts down on man-hours, Saves money 
by lowering accounting costs. Makes money 
by freeing capital to grow on. 


FREE CASE HISTORIES 


Many companies like yours have 
found that a Monroe Accounting 
Machine earns money to grow on. 
For the facts write: Accounting 
Machine, Department 20, Monroe 
Calculating Machine Company,, 
Orange, New Jersey. 


Monroe Calcula' Company, Inc. 
Sales and service in principal cities everywhere. 
General Offices, Orange, NJ. 


A DIVISION OF LITTON INDUSTRIES 


For More Information Circle No. 115 
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If Your Answer is “Yes” 

To Any of These Three Questions, 
Frve One-Time Carbon Papers 
Belong in Your Business Forms 


[ Do You Want Value? ... Frye quality One-Time 
* Carbons are competitively priced with others on 
the market—and they are made todo ANY forms 
job better. This is because Frye offers your 
forms supplier a wider variety of styles, paper- 
weights and ink finishes which in turn results in 
most efficient, economical job for you. 


Do You Want Crisp Copies? ,.. Experienced 
Purchasing Agents and Office Administrators 
know that readably black carbon copies—from 
first to last—in machine executed forms save 
headaches and prevent costly errors where num- 
bers, symbols and technical descriptions are 
involved. The right Frye carbon ALWAYS 
produces “glance-read”’ copies. 


Do You Want the Best Service? ... When you 
“Specify Frye” you help your forms supplier 
deliver his best job to you—and often faster. 
Frye offers him a variety of services, including 
write-tests to select the proper carbon, carbon 
paper recommendations on any forms submitted 
and a detailed product catalog. 


Your forms supplier (printer or dealer) is your best source of help for practical, economi- 
cal solutions for any forms problem your business may have. His experience and his 
knowledge of the versatility of One-Time Carbons can save you money and result in the 
best possible job. 

For your homework, send for a FREE copy of “The ‘How and Why’ of Write Tests” which 
will help you select the proper carbons for any form. 


MANUFACTURING COMPANY 


P. 0. Box 854 P. 0. Box 749 P. 0. Box 35607 
ESTABLISHED 1912 Des Moines 4, lowa | Newburgh, N.Y. | Dallas 35, Texas 
For More Information Circle No. 197 
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**Vibrating”’ 
BUSINESS FORMS 


JOGGERS 


? aaa assorted sizes Bins—especially suited to Bins—the best for 
of forms and cards. mail preparation. checks. 


There’s no secret about how to deal with cards—just jog them (and other 
accounting and record forms) in Syntron Vibratory Business Form Joggers 
. and then deal them right into that card sorter, punch, check sorter 
computer, or any other data processing equipment. 
Syntron Vibrating Business Form Joggers will jog and align paper forms at 
least 50% faster than by manual jogging. Ideal for accounting, credit, and 
printing departments of banks, insurance companies, retail and industrial 
operations. No matter what the cards—all can be handled easier and faster 
with Syntron Vibrating Business Form Joggers. Available with 2, 3, or 4 
bin racks. 
Operate from 115 or 230 volt, 60 cycle a-c; will not cause interference with 
radio, television, or computer circuits. 


Write for detailed literature today. 
Y  SYNTRON COMPANY 
SAIHOay  comrany 
; _ +2204 Lexington Avenue Homer City, Pa. 
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BONDS 


MIMEOGRAPH 
SPIRIT 
DUPLICATOR 


YOU 
NAME PROCESS 


TT! 


MULTI-PROCESS 


NAME YOUR NEED —There’s a Howard-made 
paper uniquely right for every business form 
requirement, and all other business printing as well. 
Ask your printer or paper merchant for samples. 


HOWARD PAPER MILLS 


DIVISION OF (se * DAYTON, OHIO 


APER COMPANY 
For More Information Circle No. 230 
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HOW TO SAVE MONEY 


If you regularly address 5 or more cartons per shipment you can save 
money by preparing STEN-C-LABLS at the same time you prepare your 
invoice, order, bill of lading or shipping papers. Whatever your equip- 


Unit STEN-C-LABLS can be typed as by-product of ordinary snapouts or continuous forms. 


AS A BY-PRODUCT OF 


SHIP TO: 





peworck 














Addressed STEN-C-LABL. Addressing direct to PANL-LABL that has been 
pre-printed on carton. 


THE MODERN STEN-C-LABL WAY 


STEN-C-LABL users are saving thousands of dollars every year 
by coordinating their invoicing procedures with addressing 
of multiple shipments. Laborious, repetitive writing or typing 
of shipping labels and tags is eliminated, preventing errors 
and mis-shipments. 

Addressing is fast, neat and plainly legible at handling 
distance. A STEN-C-LABL address is sun proof and waterproof, 
becomes permanent part of carton. Unique STEN-C-LABL fea- 
tures include controlled tape edge for just the right amount of 
tack, a size to fit every need, high quality special black carbon 
for complete readability in or out of typewriter. All elements 
are laboratory-controlled to fit your specific needs. Nation 
wide service provided by our own expert sales engineers. 





ON MULTIPLE SHIPMENTS 


ment—manual or electric typewriters, electric billing or accounting 
machines, slave machines or various magnetic tape and punched IDP 
systems—there’s a STEN-C-LABL to fit your requirements. 


Continuous STEN-C-LABLS are available for use as separate writing on typewriters, tabulating 
equipment and slave machines, 


OFFICE PROCEDURE 


[————sHie To BER R BER 
GENERAL MOTORS PARTS DIV 9 = si? 
| %794 W. ROOSEVELT ROAD | GENERAL OPS PARTS DI 
queues, sitties | DENERAL MOTOPS PARTS DIV. | 
| 4734 W. ROOSEVELT ROAD 
CHICAGO, ILLINOIS 





Addressing with STEN-C-LABL on Addressing direct to carton with 


Addressing direct to carton with 
printed gummed labels, stock "Ship to” STEN-C-LABL. 


die-impressed STEN-C-LABL. 


nie FREE BROCHURE gives full details! 


Make impor’ 
As Easy ** 


StenC-Labl ~ 
Systems 


O-61, 1821 University Ave., St. Paul 4, Minn. 


| a Si ep <I eaten aadiaaits 
STEN-C-LABL, Inc. 


“ Yes, I'd like to know more about saving with STEN-C-LABLS. 


C| NAME 


i 
poss 


COMPANY___ 


MAIL COUPON ADDRESS _ 


TODAY! CITY_ ee STATE 


Ge em cee ca es eames ns sine ces als aD ein em ens a nd es eae cs eee ees 


*Registered U.S. Pat. Off. The term STEN-C-LABL is the trademark and exclusive property of STEN-C-LABL, Inc. All 
STEN-C-LABLS are manufactured by STEN-C-LABL, Inc., St. Paul, Minnesota, under U.S. Patent No. 2,771,026. Other 
patents pending, Also available in Canada and other countries. 
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Which of these 
Hammermil] 
Graphicopy Papers 
could you use 
profitably now? 











Check as many as you like: 


FOR OFFSET PRINTING 


O HAMMERMILL BOND 
Standard of quality for better-looking letterheads, forms, 
enclosures. Clear, bright and strong. Good erasability and 
typewriting quality. White and 13 beautiful colors. 


For executive letterheads and important documents. 
Luxury paper at modest cost. Excellent typing, writing and 
erasing surface. 


MANAGEMENT BOND 


A good-looking watermarked paper for low-cost letters, 
forms, enclosures. Fine typing and writing surface. 


For forms, advertising literature, bulletins, catalog pages. 
An economical unwatermarked bond with top press per- 
formance qualities. 


HAMMERMILL OFFSET SUPER-SMOOTH 


Outstandingly level surface gives brilliant printing effects 
with life-like illustrations. Runs well on spirit duplicators. 


HAMMERMILL OFFSET WOVE 


For general purpose offset reproduction: advertising 
pieces, sales literature, manuals, catalogs. 


HAMMERMILL OFFSET VELLUM 

For all kinds of ad-promotion printing. Gives a softer more 
subtle effect to art work and product illustrations. Also 
works well with stencil duplicators. 


GLOSSETTE COATED OFFSET 

For sharpest reproductions of black and white or colors 
—type, solids, illustrations. Ideal for bright, sharp spirit 
duplicator copies. Works well as a spirit master, 


DEEPLAKE OFFSET 


A reliable general purpose paper at a very reasonable 
price. Wove finish. 


HAMMERMILL OPAQUE 


Gives extra sparkle to type, solids, illustrations. Tops for 
two-side printing. Good for extra-quality stencil duplicat- 
ing with contact dry or paste inks. Vellum finish. 


© HAMMERMILL INDEX 
For index cards, show cards, folders, menus and general 
advertising. Strong, snappy and easy to use in the ty pe- 
writer or on the spirit duplicator. Best index paper for 
any printing. 


FOR MIMEOGRAPHING 


C) HAMMERMILL MIMEO-BOND 
For top-quality reproductions of bulletins, scripts, sales 
letters, other mimeographed messages. Lint-free, with 
minimum set-off. Gives more than 4,000 readable copies 
per stencil. 


L) WHIPPET MIMEOGRAPH 


For clean, sharp, low-cost mimeograph copies. Lies flat, 
runs fast. 


FOR DUPLICATING 
1 HAMMERMILL DUPLICATOR 


Gives outstandingly bright, sharp copies of bulletins, 
reports, invoices. Colors, made with alkali-resistant dyes, 
are right for Azograph duplicator use. 


] WHIPPET DUPLICATOR 


For attractive spirit and gelatin duplicated messages at 
low paper cost. 


HAMMERMILL DOUBLE PURPOSE 
MASTER PAPER 


For long or short run masters on spirit and gelatin dupli- 
cators. Good for offset reproduction proofs, 


FOR SPECIAL PURPOSES 


HAMMERMILL TRANSLUCENT 


For “whiteprint” machine masters. Excellent for printed 
headings by offset duplicators. Types, writes, erases well 
High translucency gives fast, clear copies. 


HAMMERMILL BRAILLE 


Made especially for clean, firm, durable embossing of 
smooth raised dots by the Addressograph-Multigraph 
Braille Duplicator or the Perkins Brailler. 


MYLAR* REINFORCED PAPERS 


Three-hole punched for long use in three ring binders 
Super thin Mylar film lets you feed papers automatically 
Available in round and square cornered Hammermill! Bond 
Hammermill Duplicator, Mimeo Bond, Whippet Bond, 
Mimeo and Duplicator also available in square corners 


ASK YOUR HAMMERMILL SUPPLIER for profitable 
information on any Graphicopy paper. Hammermill Paper 
Company, Erie, Pennsylvania. 
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When you can’t see the business 
for the paper work 
call Reynolds & Reynolds! 


Reynolds and Reynolds representatives are experts at 
eliminating deadwood paper work, trimming and revitalizing 
existing forms to streamline office procedure, or economi- 
cally designing and coordinating new forms into an efficient, 
integrated system. Hundreds of companies have enlarged 
their business perspective by installing Reynolds & Reynolds 
custom-tailored payroll checks, voucher checks, purchase 
orders, invoices, inventory records, production records, 
letterheads, envelopes, customer statements, machine 
accounting forms, bills of lading, journals and ledgers— 
to mention a few! 


Have a Reynolds & Reynolds representative go over your 
paper work with you! There’s no obligation! 


The Reynolds & Reynolds Compan 


DAYTON, OHIO e CELINA. OHIO e@ DALLAS. TEXAS e LOS ANGELES. CALIFORNIA 
BUSINESS FORMS AND SYSTEMS SINCE 1866 
Also manufacturers of Post-Rite Pegboard Accounting Systems 
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FORMSCARDS 


absolutely perfect 


FORMSCARDS 
flexibility be 
can be of any 


p or bottom 


FORMSCARDS 


manually or 


can be part 


THE PERMIAN CORPORATION 


a 100428 


Leone pe 


eR er hae or 


voip 


r ir 
CaM, GIES OF We Manufacturers of line-hole 


continuous business forms 
Samples on request — 


orms ine sales representatives in principal cities 


WILLOW GROVE, PA. Phone: Oldfield 9.4000 
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and 


better 


carbonization... 


By utilizing special pulps, 
Nekoosa research technicians 
have developed an amazingly 
better paper for business 
forms. It combines unusual 
strength (for fast performance 
in today’s high-speed presses 
and printing machines) 

with a completely new 
surface treatment 

(for easy-to-read multiple 
carbon copies). 


Readily available everywhere 
in white and five colors. 


MIRRA- 
FORM 


Surface- 
treated 


register i Port Edwards, Wisconsin : 
bond - Sales Offices in New York, Chicago, Atlanta “ind. San Froneees 


rer were Information Circle No. 187 





F NEKOOSA-EDWARDS PAPER ¢ 
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\ 
POCKET IT 


THE MODERN WAY IN § 


Ps a, 


PERFELOPE covdinuvous PATCH POCKET FORMS 


fA \ 
a | 


0 
A \o 
\o 


Patch Pocket Continuous Forms 4 


by PERFELOPE are invaluable 


| 
° 
° 
° 
° 


to your data processing needs. Let 
one of PERFELOPE’s Patch 
Pocket Forms protect and carry 
your punched cards, tapes, 
blueprints or other papers as they 
make their way from office to office. 
A Patch Pocket can be made to 

suit your particular need. 
Openings can be at the top, side, 
bottom or any and all combinations 
of these on one form. Avoid paper 
clips and staples. 

GO MODERN — POCKET IT. 


CONTINUOUS BUSINESS FORMS * CONTINUOUS ENVELOPES 
PERFELOPE MANUFACTURING CO. + NEWARK, DELAWARE 
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FOR COMPLETE 


STUB-FLO FORMS For Data Processing, 
High Speed Writing and Billing Machines. 
Marginally electro-glued assuring last copy 
clear and registered as original. 


PIN-HOLE REGISTER FORMS Margins free 
of punching affords maximum writing serv- 
ice. As many as 7 parts are available. 


CONTINUOUS STRIP FORMS For any type- 
writer or billing machine using carbon rib- 


FORM SERVICE 


STUB-FLO FORMS Exclusively for type- 
writer use, Patented alignment assures 
registry without sprocket devices. 


LINE HOLE REGISTER FORMS Margins 
punched for any sprocket fed register giv- 
ing perfect registration on as many as 7 
parts. 


pga es ‘ 
STUB-SET FORMS These multi-copy forms 
are interleaved with special carbon assur- 





bons. Each set is perforated. Can be de- ing clarity on all copies. A snap separates 
signed for any requirements. : the forms. 


FREE! Write for samples. Specify styles you require. 
Offices in principal cities east of the Mississippi 


FIND IT FAST 
IN THE 
YELLOW PAGES 


The Hamilton Autographic Register Co. 


Hamilton, Ohio 


Es _ For More Information Circle No. 210 
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FOR OVER A CENTURY 
THIS RESPECTED SYMBOL 
HAS IDENTIFIED ALL 


L. L. BROWN PAPERS 


L. L. BROWN’S LINEN LEDGER 
Extra No. 1—100% new white cotton cuttings 
RESISTALL LINEN LEDGER 
Extra No. 1—-100% new white cotton cuttings 
FORWARD LINEN LEDGER 
100% new cotton cuttings 
L. L. BROWN’S FINE 
85% new cotton cuttings 
GREYLOCK LEDGER 
75% new cotton cuttings 
ESCORT LEDGER 
50% new cotton cuttings 
ADVANCE BOND 
Extra No. 1-100% new white cotton cuttings 
FORWARD BOND 
100% new cotton cuttings 
GREYLOCK BOND 
75% new cotton cuttings 
ESCORT BOND 
50% new cotton cuttings 
RESISTALL INDEX BRISTOL 
Extra No. 1-100% new white cotton cuttings 
FORWARD INDEX BRISTOL 
100% new cotton cuttings 
ESCORT INDEX BRISTOL 
50% new cotton cuttings 
FORWARD DIPLOMA PARCHMENT 
100% new cotton cuttings 
FORWARD BANK NOTE 
100% new cotton cuttings 


L. L. BROWN’S LINEN 
Extra No. 1—100% new white cotton cuttings 


PAPER 


L. L. BROWN COMPANY 


Adams, Massachusetts 
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. OZALID 


rn 


NAT WE REPEAT 


Colored Papers speed communication, cut overhea ssh ce eeadatt ak Airecxcs ten achosae kas OZALID 


Ozatax machines. Remember: for best results from rinters use Ozalid Paper and Ozalid 








eat; use Ozalid Paper ar z Supe DIVISION OF GENERAL ANILINE & FILM CORPORATION 
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THE BUSINESS FORM write vou'wrire 


Z fant ph fon 


TELautograph 


the leader in business communications 
since 1888 


FOR—sales orders... 
production control... 

quality control... 
maintenance...central files... 
dispatching ...paging... 

traffic control...charge control... 


Telescriber data processing. 
1961 : 


WW 


rr 


XX 


Instan-Forms are pre-printed to fit your specific operation...in single or 
carbon copy forms. 


Electronic longhand transmits your message instantly to one or many 
points regardless of distance. 


Eliminate costly errors...fix responsibility with written records...coordi- 
nate work...speed operations...reduce“downtime” of men and machines. 


Experienced communications experts are available for 
consultation...no obligation...PHONE...WIRE OR WRITE. 


eee CORPORATION 
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CARD SETS 


TABULATING FORMS 


MANIFOLD BOOKS 





UNITICKET 
RECORDERS 





VOUCHER AND 
RECEIPT BOOK 








AUTOGRAPHIC REGISTERS 
AND FORMS 











SHELBY BUSINESS FORM 


“single source” convenience -Savings, too! 


When you make Shelby your source for 
all printed business forms, you benefit 
3 ways: 

First is convenience, Shelby takes the 
“shopping” out of purchasing. From con- 
ventional forms such as invoices to 
precision-made card sets for high-speed 
business automation, you'll find Shelby 
high in quality, equally reliable, and able 
to fill all your needs. 


Shelby service is local service. Your 
nearby representative knows his busi- 
ness, understands your problems, can 
often initiate time and money-saving 
recommendations and quote prices on 
the spot... without delay. 

Shelby printed forins are economical. 
Your savings can be substantial. We in- 
vite you to make comparisons. Phone your 
Shelby representative now...or write: 


A 
THE SHELBY SALESBOOK COMPANY + SHELBY, OHIO 


Sales representatives in principal cities 
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Continuous 


(no carbon 
required) 


One-Time 
Carbon Forms 


BUY FROM A FIRM WITH 
A COMPLETE LINE 


For every business situation there is only 
one right type of form to use. You can be 
sure of getting the one exact form you need 
by buying from a firm that offers a com- 
plete line. 

It will pay you to contact Baltimore 
Business Forms. Our salesmen know forms 
—and can give you an unbiased recom- 
mendation. Their experience is your guar- 
antee of the precise form for your specific 
problem. For complete information and 
samples, call your Baltimore Business 

Cord Sets Forms representative .. . or write 


BALTIMORE =Sansine 
FORMS, INC. 
3120-56 FREDERICK AVENUE | BALTIMORE 29, MARYLAND 


Saving time and reducing costs in business and industry 
For More Information Circle No. 233 
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“When you're 
talking about 
ledger... 

Gilbert’s 


“Sure...both regular and machine “Regular comes in White, Buff, Blue, 
posting finish. Big choice of sizes, Pink, Green and Green Tint.” 
weights and colors.” 





“Same for machine posting plus . “Perfect for writing, ruling, 
Salmon. Plenty strong, too, 25% cotton printing and good erasing.” 
fibre content, tub-sized, air-dried.” 


Se ee = 


Here’s the complete line-up... 
111 standard items in the 25% grade 


GILBERT LEDGER 


25% New Cotton Fibre 


Grain either direction, most items 


STOCK SIZES AND WEIGHTS ¢ 1000 SHEET COUNT 


WHITE AND BUFF, BLUE, PINK, AND GREEN TINT 
REGULAR LEDGER FINISH REGULAR LEDGER FINISH 





Sub. 24 Sub. 28 Sub. 32 Sub. 36 Sub. 24 Sub. 28 Sub. 32 Sud. 36 
48 56 ne 72 17x22 48 56 641 
59 68 78 88 19 x 24 59 68 78t 884 
61 71 81 92 17x 28 61 71 lt 
96 112 128 144 22x34 % 128t* 
136 156 176 24 x 38 118 156* 
142 162 184 28 x 34 122 162t* 


*A reer #Blve only 





WHITE, BUFF, BLUE, PINK, GREEN, GREEN TINT, 
SALMON — MACHINE POSTING FINISH 
Sub. 32 
22¥%2 x35 Groin short or 135° 
24%2x39 Groine tior 164 
*White ond Butt only 

Pius these Ledgers in ether grades—DAUNTLESS ...50% cotton fibre 
OLD IRONSIDES . . . 75% cotton fibre, DREADNAUGHT . . . 100% cotton fibre 


GILBERT PAPER COMPANY 
Menasha, Wisconsin 


Gilbert Quality Papers are available through America’s leading Paper Merchants 


This is Gilbert Ledger, 25% new cotton fibre, bull, regular finish, sub. 32 





no carbon/required 


multiple copies 


without 
carbons! 


for cleaner, clearer, 
easier-to-handle forms... 
use NCR Paper 


Underside of this sheet is coated with a colorless. 


printing medium, which is dry to the touch. 


This sheet has clay-like coating on top, colorless 
printing medium on underside. 


Topside of this sheet is coated with clay-like ma- 
terial and, underside is uncoated. 





NCR paper saves money 
Saves enough time and effort 
to increase work output 30%. 


NCR paper speeds handling 

No carbon paper handling and 
disposal. NCR Paper provides 
copies without carbons! 


NCR paper won't smear 

Copies are never smudged or 
smeared, regardless of the 
number of times handled. 


NCR paper prevents alterations 


It can be erased—but not 
without detection. 


NCR paper is easy to use 
Produces up ‘to 5 handwritten 
ere) 8) Cif Dele MoI ®) amb cele) umole) 0) (1 
with-business machines. 


CR Paper provides copies without any kinds of car- 
ms. It’s ideal for all multi-copy forms. Call your local 


‘inter or forms suppliér for free samples. Call Today. NCR PAPER 
ELIMINATES 


Vea hi me ame mmm §6©6CARBON PAPER 


'9 offices in 121 ‘countries * 77 years of helping business save money 





RMS 
ARCO puSsiNESS FO 
U weommgnn reo 
REPRESENTATIVE 
N BUSINESS SINCE 1894 


SERVING AMERICA 


PRINCIPAT (Nols 


LL 
Ss IN A HICAGO- 


ES OFFIC € 
SAENERAL OFFICES 


your 
service 


At UARCO, quality service is the ‘plus factor” that gives meaning to our complete 
line of business forms and forms equipment. We have found that in this dynamic 
era of data processing, nothing less than all-around quality—in products as well as 
in service—can be accepted. @ UARCO's customers 
expect and receive quality. Serving them in this spirit 


is our business. ™@ May we be at YOUR service? UARC O 


INCORPORATE O 





CONTROL PUNCHED FORMS e FANFOLD CONTINUOUS FORMS @ CONVELOPES 
e@ E-Z-OUT FORMS e REGISTERS AND REGISTER FORMS e TAB CARD SETS 
FORMS HANDLING EQUIPMENT 
For More Information Circle No. 218 
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IN! THE WORK THOSE 
MANPOWER GIRLS 
TURN OUT! 






































Offices Cut Costs and Increase Efficiency with 
Temporary Office Workers from Manpower, Inc! 
Some firms use ‘Manpower Girls” to fill in for sick or vacationing 
office workers—Others as a cost-cutting measure. But, whatever 
their reasons for calling, all of our customers agree that efficiency 
makes ‘‘Manpower Girls” their first choice. When the need arises 
—call Manpower for typists, stenos, file clerks, receptionists, or 
general office workers.. We pay all salaries, taxes and insurance 

keep all records. You pay one low hourly rate. 


manpower, inc. 


OVER 200 OFFICES IN THE U.S., CANADA, MEXICO, AND EUROPE. 
Check the white pages of your phone book for local Manpower number. 
WORLD HEADQUARTERS, 820 N. PLANKINTON AVENUE, MILWAUKEE 3, WISCONSIN 


For More Information Circle No. 135 
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This profitable offset 
ata 


[oe 











| TABLE Lee FY | TABI F a 


_ 











department 
can be YOURS for less 
than a dollar an hour! 


For less than a dollar per working hour, you can purchase a complete 
ATF offset department, including: press, camera, darkroom sink, nega- 
tive layout table, platemaker, and utility table. If you have some seldom- 
used equipment to trade in, chances are you will need little or no down 
payment, 

Or you can lease the complete “package”—or any part of it—without 
trading in any equipment or making a down payment. 

Either way, you get brand new equipment—and only what you need 
—on the easiest terms. You can pay as you go and make a profit as well. 

Heart of this plan is the ATF Chief 15, the small press with the big 
press features...the press which has been chosen by over 1500 profes- 
sional printers. You can see this press and the related “package” equip- 
ment in operation at your nearest ATF Branch Office; or your ATF 
Representative will supply full details, including a folder, “How to Set 
Up for Offset;’ which outlines various plans and choices of equipment. 
If you prefer, use the coupon below. 


American Type Founders 


American Type Founders Dept. M 
200 Elmora Avenue, Elizabeth, N. J. 


I’m interested in your “Offset Package Plans” on a 1 purchase D lease basis. 


NAME 
TITLE 
COMPANY... 


STREET AND NUMBER 


OPE sacks . STATE 
(If you have trade-in equipment, list descriptions, models, serial numbers) 
For More Information Circle No. 136 





ieaiine ‘GET THINGS DONE 


Spirit Duplicating WITH GOOD SYSTEMS 
Carbon Forms... Learn 


use only the best 


- ¢ Work Measurement 
spirit carbons 


¢ Survey & Analysis 
Organization Planning 
Systems Concepts 
Procedures Writing 


Techniques and Tricks of 
the Trade 


Systems Reports 


How to Run a Systems 
Department 


A new 50-week on-the-job course 
covers 17 basic areas in systems 
work. Prepares you for promotion. 
Helps you train assistants. 


ROLL CARBON This organized plan is a formal 


MASTER UNITS OR course, developed by The Founda- 


CONTINUOUS FORMS IN tion for Administrative Research, 
conducted by professional systems 


STOCK SIZES OR SPECIAL teachers. Fee $375* complete. 


Protect your reputation by *Price subject to change without notice. 


using the one duplicating This course is marketed by the pub- 
carbon which assures lishers of Systemation Letter, a semi- 
top-quality results monthly bulletin on systems trends and 


every time. Colonial techniques. 

specializes in the 

manufacture of spirit 

master units, spirit 

carbons, gelatin : WRITE FOR 
carbons and related Portfolio 2000-08 


duplicating supplies. 


For your tailor-made requirements 
—write—let us help. 


Colorual 
Carbon Company ROSS-MARTIN comeany 


General Offices ® Skokie, Ill. P.O.BOX 800,TULSA 1, OKLAHOMA 
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SBONNAR -VA ER 


neo porated 





GENERAL , 
OFFICES * 96 DUNBAR ST. — KEENE, N. H. 


(REPRESENTATION IN PRINCIPAL CITIES 











The Mark of Quality 


THE CONTINUING GROWTH OF RECORD KEEPING REQUIREMENTS MAKES MANDA 
TORY THE COMBINED TASKS OF: INCREASING RECORD PRODUCTION SPEEDING 
FORMS HANDLING ‘REDUCING WASTE AND ERROR AND ASSURING UNIFORMITY 
AND ACCURACY 


A B-V SYSTEMS ANALYSIS IS AVAILABLE AT NO COST OR OBLIGATION TO YOU 
AND CAN PROBABLY RESULT IN SAVINGS, BOTH TIME AND MONEY-WISE 


MAY WE BE OF AID OR SERVICE? 
WE WILL BE HAPPY TO PROVIDE 
(AT NO CHARGE OF COURSE): 


0) 5/32” Layout Charts 0 1/10" Layout Charts 
O Portfolio of Sample Forms €™M. 1. C. R. Layout Charts 


Data processing Forms that are known for Quality: 


For More Information Circle No. 154 


See ROBERTS for 


(Since 1889) 


high speed numbering, dating and coding devices 


The Roberts E-21U_ universal 
electric numbering machine 
with flexible head, at the left, 
and the versatile Roberts E-77 
heavy duty electric numbering 
machine, on the right, are but 
two of many units made by 
Heller Roberts for the forms 
field to give a complete range 
of numbering, dating and cod- 
ing through as many as 15 car- 
bons. Write Roberts Numbering 
Machine Division, Heller Rob- 
erts Manufacturing Corp., 700 
Jamaica Ave., Brooklyn 8, 
N.Y. 


HELLER ROBERTS 


Manufacturing Corporation 
For More Information Circle No. 155 
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IBM 1401 PROGRAMMING 
SYSTEM FOR BUSINESS 
_ PROGRAMMING COMPUTERS 


| 
| (Course 102) (Course 101) 
| 
| 





Practical programming for the card, PROGRAMMING THEORY with 
magnetic tape, and MICR models _ actual practice programming, prac- 
IBM 1401. tical accounting applications. 


Prepare yourself ... your staff . . . with these proven Home Study Training 
Courses. Written for people without technical training or experience. 


Free Catalogue Available. Write... 





Business Electronics Inc., Training Department 
420 Market Street, San Francisco 11, Calif. 





Over 5 years experience training programmers for business. 
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CHAIN-O-MATIC CONTINUOUS ENVELOPES 
FOR FAST, ATTRACTIVE, AUTOMATIC ADDRESSING OR 
TABULATING DIRECT FROM PUNCHED CARDS OR TAPE 


Tabulating bars provide sharp, clean ad- Chain-O-Matic envelopes are available in The new Kost Kut style for statements 
dressing right on the envelope. Your both first and third class mail styles for premium notices and a variety of billing 
punched cards become your mailing list— direct mail advertising, stockhoider's mail- operations provides a ‘positive ideritifica- 
no stencils, plates or labels needed. ings, employee bulletins. tion” feature on the return envelope— 

saves time and reduces posting errors. 


2 ST. PAUL * HARTFORD * CLEVELAND * ATLANTA 


My HOUSTON * PHILADELPHIA * LOUISVILLE 
1 te ] to ] te ] t Pe ¢ : Sales Offices in Principal Cities 
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| 'Find Out 
: For Yourself 


TO OFFICE EFFICIENCY 


e ed | Why You 


Save 








CARBON-INTERLEAVED FORMS | 
TAILORED TO FIT YOUR NEEDS 
MEAN 


| 

| 

| 

| 

| 

| 

| 

GREATER— | 
EFFICIENCY | 
CONVENIENCE | 
SIMPLICITY a. eT | 
ECONOMY > Gae | 
lng Maier nena | . | 
| 

| 

| 

| 

| 

| 

| 

| 

| 

| 


DEALER OR STATIONER . . . OR WRITE Sen bean Bond 


LP Vitel, PVG a hi lem se) 7.) \maen | 
18423 EUCLID AVE., CLEVELAND 12, OHIO Carbonsets! 


FORMS DEALERS & STATIONERS 


THE NATIONAL LITHO LINE, WRITE OR 


IF YOU ARE NOT ALREADY HANDLING | 
PHONE TODAY. | 

! 

i 


NATIONAL LITHO OFFERS: 
Exclusive Accounts 
Advertising & Sales Promotion 
Your Imprint on 


Forms and Shipping Papers . . ° 
you'll like is our new line of 


MIMEOGRAPH STENCILS. 


| P.S. Another time and money saver 


Write for free sample of stencils 
Carbon interleaved single set continuous & and Carbonsets. Dept. MBF, 
tabulating custom, stock & standard forms 








i r-Vilel, PN GEGhi stem te) -s..\- meen 


18423 EUCLID AVE.,.CLEVELAND 12, OHIO 





For More information Circle No. 158 For More Information Circle No. 159 


Manual of Business Forms 43 














44 


fayette St 
ork 12, N. Y. 


with a very low investment. 
e 


Colonial Parz Systems 333 


You get the best features of machine bookkeeping—at a modest cost. 
With training that takes minutes, anyone can do your payroll, accounts 
receivable and accounts payable on the Colonial Pay Posting Platen. 


Without loss of pace additional staff can be added for peak seasonal loads. 
Streamline your current accounting procedures without disruption and 


Anyone can learn in minutes! 


BOOKEEPING IS SO EASY WITH 

















Dealers: Write on your letterhead. 












































JOURNAL 
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° FAST e ECONOMICAL 
e EFFICIENT SAFE 


FOR 


NEGATIVES ©¢ OFFSET PLATES 
STENCILS @ SKETCHES @ ARTWORK 
MASTERS @ X-RAYS 


ATLAS 
VERTICAL FILING SYSTEMS 


ATLAS 
JUMBO MODELS 
Available in 
three sizes: 


A Jumbo [illus- 
trated). Files 1400 
items to 10!/" 
wide x 21". 


B Jumbo. Files 
1400 items to 13" 
wide x 21". 


E Jumbo. Files 
1400 items to 17" 
wide x 21". Cross- 
files 800 items to 
21" wide x 21". 


Atlas manufactures a 
complete line of 11%” 
14”, 18” and 22” hangers 
for the Delaxe Models 
and for larger and small- 
er cabinets which are also 
available Hangers are 
manufactured in styles 
and sizes for all types of 
plates, negatives, stencils, 
artwork, swatches, etc, 
Illustrated is one of the 
four sizes of the Atlas 
Nega-Plate hanger. 


Write for complete literature 
and 
New Atlas Reference Sheet 
for finding 
the correct Atlas Cabinet and Hanger 


FOR STENCHS. OFFSET PLATES & NEGATIVES. K-RAY ETC a 


STO TINE ICT of 


a ~ ~ 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 
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From 


ALLIED/EGRY... 
PERSONAL SERVICE on 


every type of business form. 


When you buy business forms, you want (1) 
quality, (2) the personal service of a man who 
knows the forms business inside and out, and (3) 
a dependable source of supply that can handle 
whatever forms you require, expediently and eco- 
nomically. 

That is Allied/Egry ... producing in 9 strate- 
gically located plants... represented by experi- 
enced salesmen as close as your telephone. For 
proof of the most effective and efficient forms 
service available, call Allied/Egry today. 





CHECK YOUR FORMS 
REQUIREMENTS 
WITH ALLIED/EGRY 


[_] Marginal Punched 
Forms for tabulator 
or typewriter 


| Allsets — one-time 
carbon unit sets 


Register Forms 

Billing Machine Forms 
Fanfold Forms 
Foldover Statements 


Key-Rec Receiving 
Systems — 
industrial 











SALES OFFICES IN PRINCIPAL CITIES 


ALLIED /EGRY BUSINESS SYSTEMS 


Boston * Dayton * Hartford * Houston 
Kansas City * Los Angeles * Philadelphia 
in Canada: Egry Continuous Forms Ltd.—Toronto * Montreal 
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No more messy moistening of index tabs to make your own 


index systems! 


NOW! Use the new EZY PRESS-ON Index Tabs. No moisten- 
ing, no preparation, split-second application . .. the most 
practical and economical index tabs you have ever used! 


EZY TO APPLY — Merely cut to size, 


peel off adhesive liner, place in desired 


position and apply slight pressure. Perfect for Mylar, paper, pressboard, 
plastic, cloth! Inserts Ezy to type or write upon. 


AVAILABLE FOR THE OFFICE in full length letter and legal folder sizes and 
2”, 6” and 12” strips. Six insert colors...1.B.M. machine rolls pre-punched. 


PRICED AS LOW AS old style “lickum-stickum” index tabbing per foot... 
full pack, bulk pack. Packed: 1 foot per envelope —5 envelopes (5 feet) 
per box —100 feet per display carton. 


OBTAINABLE at your nearby stationery or 
office equipment dealer, or write direct. 


oer) 
i 2 OE, > Gee oe oo om me ened ae 


153-13 Northern. Boulevard 


Flushing 54, New York 


Flushing 9-1954 Cable Address ““EZYINDEX"’ New York 


For More Information Circle No. 182 
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US. 


HUSINESS 


and YOU can get it! 


acting as a dealer for Inter- 
national Business Forms. When 
you do business with Inter- 
national, you are assured of: 


QUALITY PRINTING and perfect colla- 
tion thanks to the most modern high speed 
ROTARY EQUIPMENT. 


COMPETITIVE PRICES, assuring you of 
your share of this profitable business. 


GENEROUS DEALER DISCOUNTS make 
the selling of International’s one-time carbon 
forms a worthwhile addition to your sales. 


PROMPT SHIPMENT—AS PROMISED. 
We have long prided ourselves on meeting 
delivery schedules. You can depend on our 
delivery promises. 


EASY-TO-USE LIST—FAST QUOTES. 
Our price list is designed to make it easy to 
figure your own prices or, if you prefer, our 
Quotation Department will handle your price 
requests within 24 hours. 


NO DIRECT SELLING. We sell only 
through our dealers, never direct. You are 
protected! 


REMEMBER - - - 

We want to do business with 
you, and we sell through 
DEALERS ONLY 

Try us! We are sure we can 
satisfy you and your cus- 
tomers 


es 


1600 E. 26th St. e 


MORE and MORE BUSINESS 
FIRMS are using time saving 
snap-aparts and continuous 
forms. Even small companies 
have found. that they save 
valuable clerical time and so, 
why don’t YOU - - - 


GET YOUR SHARE OF THIS 
BUSINESS with—NO INVEST- 
MENT IN EQUIPMENT — NO 
INVENTORY OR PRODUC- 
TION PROBLEMS— 


Write today for complete informa- 
tion on this profitable line. 
WRITE NEW DEALER DEPT. | 


INTERNATIONAL BUSINESS FORMS 
INCORPORATED 


Little Rock, Ark. 
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NO 
OTHER 
PAPER CUTTER 
BUILT 
O WELL 
TO. SELL 


so Low ee ereesccsesere 
Tcetiooniiiyplin — Extra Sales 
"mana | (WD 


Transfer Tape 


Get in on this fast- 
growing, profit- 
able industry now 
...send for the big 
PS Profit Sampler 
Kit loaded with 


ee es ideas, samples, 
on etc. 
SIZES 14” & 18” “e 


(2012" MICHAEL) 
ONLY GS) OFFERS 
FOR OFFICE, BOOKKEEPING & Complete stock 


DUPLICATING DEPARTMENTS Finest quality 


For every business: Banks, hospitals, insurance Easiest to apply 
competes, ~_ organizations, stationers, Easiest to remove 
photo finishers, small printers, lettershops, ; pe 
mimeograph, offset shops, advertising agencies, No adhesive soak-thru 
schools, colleges, churches. Removable or permanent 


Order from your dealer or adhesives 


P lized tape available 
MICHAEL LITH sales corp. ae te ’ 


manufactures the fullest line of self-ad- 


145 West 45th Street, New York 36, N. Y. q hesive papers, films, foils inrolls & sheets. 


@ Dealer: Write For Profitable Sales Plan. PRESSURE SENSITIVES, INC. 
7600 S. Greenwood « Chicago 19, ill. 
For More Information Circle No. 175 For More Information Circle No. 176 











Need planning help on your forms? 

Designing the forms we print is part of our service. 
Let us put our experience to work for you. 

Books, autographic registers, register forms, 
continuous forms, tabulating forms, 

snap-a-part carbon sets. 


My f, merican Me nifold ‘ ontrols 


amc CORPORATION 
5719 W. CHICAGO AVE., CHICAGO 51, ILL. 
Sales Representatives in Principal Cities 
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LECTROJOG| Will Repay Its Cost 
—MANY TIMES! 


PAPER JOGGER 





Use the Model 445 Lectrojog with 
ENVELOPE OPENERS and CHECK 
CANCELLERS, TO: 
Get mail opened and distributed faster. 
Eliminate damage to edges of punched cards. 
Avoid mutilation of checks. 
Increase production of check processing 


machines. 
$99 f.0.b. factory 





Use the Model 665 Lectrojog with 
DUPLICATORS, TO: 


Remove lint from paper before running. Stall- 
proof motor allows jogging 500 sheets of 20-lb. 
paper in six seconds. 

Provide better paper feeding. 

Improve printing register. 

Separate gummed stock, punched and perforated 


forms. 
$99 f.o.b. factory 








Use the Model 775 Lectrojog with 
-ARGE DUPLICATORS, COLLATORS and 
TABULATING EQUIPMENT TO: 


Prepare full reams of 11” x 17” paper for faster 

duplicating. 

Jog collated sets of large sheets for binding or 

Stapling. 

Jog large bursted forms after printing on tabu- 

lating machines. 

Jog large ledger sheets, columnar sheets and 

other oversize records. 

Model 775 takes full reams of 11” x 17” paper; 

half-reams of 14” x 20” paper; full reams of 

legal-size paper; 3%4” stacks of file folders. 
$110 f.0.b. factory 


SPECIAL 30-DAY TRIAL OFFER: Try a Lectrojog in 
your office for 30 days. If it doesn’t perform to 
your entire satisfaction, return it without further 
obligation. You have nothing to lose—but a great 
deal to gain in time and money saved. Order one 
today! 


THE PURNYEA MANUFACTURING CO. 


4482 LINDELL AVENUE, ST. LOUIS 8, MO. 


For More Information Circle No. 160 
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DOES YOUR 
MIMEOGRAPH 


LEAK? 


i 





Does your secretary get messy whenever she uses the mimeograph? Does she have 
to clean it for each job even when you're rushed? Are copies fuzzy and indistinct? 
lf your answer is yes, see the new Bohn Rex-Rotary twin cylinder, paste ink 
mimeograph. It’s the first really clean mimeograph; never leaks, stays clean, always 
ready for instant use. Always produces clean, sharp, printing-press quality copies. 
AND it sells for far less than other first quality mimeographs. Mail this coupon today. 


BOHN DUPLICATOR COMPANY |i oo 
444 Park Avenue South, Dept. H-10 
New York 16, N.Y. 
ee 

— ee — STATE 


ise Please send further information, including 
portfolio of samples printed on the Bohn 
Rex-Rotary. 


For More Information Circle No, 132 
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;" REQUISITIONER - ENTER DATA UNDER RED Captions 
TO: PURCHASING DEPT. 
Plant Purchasing Agent _ 





REQUISITION 


DELIVER TO 


J. B. Smith - Room 607 ~ 


ABC Manufacturing Co. 
_123 Grant Street _ 


R___Pittsburgh, Pennsylv 


INVOICE TO 


DATE To BE SHIPPED 


PRINTED INU B.A 


—— 


ss £833997 


/ a ou 
| PURCHASE ORDER NO 


—— No. 


[DATE WANTED 


3-30-60 





= | Poet DEST, 


" 3-26-60 





ACCT. OF BUYER ACCT. OF SELLER 
TRAN 


TRANS- 
PORTATION . 
TER’ PRePaio 





PARC. POST TRUCK FRT. RAIL FRT. RLY. EXP.) OTHER 


snip 
VIA 


WET 30 DAYS 





2% tore PROKIMO 


ee a < 
ACCOUNT NUMBER 
Derr. Bu | suBorvision | DESCRIPTION 
> . ic.ass a , 
| account | exe. | ORDER WO 
+——— Ay 4 — 


| 1/4 ABC Horsepower Motors _ 


_|___ Mode] #12345 


| 

| 

| 
4 


| This order is subject » 


TO BE USED FoR 


al Sales/Use Tax 


This order is exempt from 








‘eee: °° 


—Replace Old Models 


STOREKEEPER BAL. OF STORES 





———$—$—$——————— _— 
LAST F.0.NO CONFIRMING PURCHASING AGENT 
| 











This requisition illustrates a form’s “what, when, where, how, 


who, and why.” 
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I. BUSINESS FORMS: THE TOOLS OF MANAGEMENT 


APERWORK in business today has reached the point where it continues to 
Pp bring increasing emphasis on the often quoted remark, ‘‘No physical activity 

goes on in our modern society without a piece of paper moving along tu 
guide it.’ That piece of paper generally is a business form. 

There has been a substantial increase in usage of practically all kinds of business 
forms, but there has been particularly remarkable growth in the specialty forms 
field. In 1947, for example, overall sales in the United States were $88,500,000 in 
this specialty field. In 1960, sales exceeded $500,000,000—an increase of 465%. 

The expanding economy accounts in part for this increase, but there are other 
forces just as directly responsible. The introduction of mechanical and electronic 
equipment which process more forms, more easily and faster, and expanding ad- 
ministrative and middle management with their increasing demands for detailed 
analysis of operations, lead to more and more forms. 

There has been a tremendous increase in clerical work during the past 15 or 20 
years. It has been estimated in industry that today for every $1 spent in the pur- 
chase of forms an average of $17 is spent in the clerical work of processing and 
filing forms, not including the cost of the procedure of which the forms are a 
part. The use of properly designed and constructed forms can greatly reduce and 
keep to a minimum these clerical and processing costs. 

By properly controlling the design and construction of business forms, manage- 
ment can to a large extent regulate clerical operations by controlling the paperwork 
involved. It is important that proper attention and consideration be given to the 
design of each form since many hours of work can be saved or wasted as a result 
of properly, or poorly, designed forms. 

Too many forms in use today do not take advantage of the many simple tech- 
niques of forms design which can eliminate costly inefficiencies. Too many forms 
are improperly designed and subject the clerical worker to undue eyestrain, permit 
too much space to be taken up by printed data not leaving enough space for in- 
formation to be filled in, omit or contain vague instructions for filling in, and omit 
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the routing instructions of the form’s parts. These and many other shortcomings 
in forms design, which occur too frequently and go unnoticed, are bound to result 
in wasted clerical manhours. 

Such a wide variety of features can be built into a business form that there has 
ceased to be any serious manufacturing limitations to consider when designing one. 
The only limitation is the ingenuity of the designer. 

Business forms are clerical tools and should be made as clerically efficient as 
possible. They provide the answers to the questions: What? When? Where? 
How? Who? and Why? Business forms show people what to do, when to do 
it, where to do it, how to do it, how mutch to do, and who is to do it. They 
provide a detailed record of the transaction for all the interested parties by showing 
what has been done, when it was done, where it was done, for whom it was done, 
how it was done and how much was done. 


In some small businesses verbal orders alone may be used, but written records, 
even in the smallest business, are definite and will minimize chances of misunder- 
standing. Business forms are permanent and therefore provide a record that can 
be easily checked. They are indispensable in larger and more complex businesses. 


Imagine if there were no such thing as a business form and if all instructions 
to employees, customers or any other party had to be written out similar to the 
way a letter is written. How difficult it would be to run a business. Some of the 
information needed to manufacture an order might be overlooked because dozens 
of items couldn’t be collected and organized in a uniform manner in every instance. 
Frequently essential information would be overlooked. 

A business form does the following: 

1. It outlines the information to be recorded. 

2. It specifies the space in which information is to be written so that it can be 
easily located. 

3. It provides copies for the parties and departments concerned so that each 
can carry out its part of the transaction. 

Briefly stated, forms provide an economical and efficient way to write instructions 
in any business or business system. The form and the system are tied together 
since they provide the information needed by management to operate efficiently. 
The form is the management tool that makes the system work. It gives directions, 
supplies specific answers and insures that the rules of the business system will be 
followed. 
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II. FORMS DESIGN 


IKE ALL TOOLS, forms should be designed and constructed for the job they 
. are to accomplish. To obtain efficiency, two basic factors should be well 

planned: (1) Design of the form—what is printed on it; (2) Construction 
of the form—how it is made. The conditions that govern these factors are (1) 
How the form is written; (2) How it is handled after it is written. The following 
elements of good form design plus the application of a little ingenuity should re- 
sult in the creation of efficiently designed business forms. 

Form title. It is important that the title or name of the form be printed on it 
for purposes of identification. The title should be short but sufficiently descriptive 
to indicate the function that the form is to serve. Frequently one clerk is called 
upon to prepare several different forms which are similar and closely related. Print- 
ing the title prominently will materially aid in achieving fast and accurate selection 
of the correct form. | 

Form number. The purpose of the form number is to specifically identify a 
form. There is little excuse for any form to appear without an identifying number 
since it can be readily included at the same time the form is printed. It is particu- 
larly helpful when a form is received, when issued, and when it is referred to in 
written procedures. Frequently it is a number arbitrarily assigned from a form 
number register that has no functional significance. (See Chapter XIX for de- 
scriptions of various forms numbering systems.) 

Along with the form number are frequently included the quantity printed, date 
of the printing, and on some occasions the purchaser's order number. Printed quan- 
tity and date provide a fairly accurate measure of a form’s usage. 

You may also include in the form number the retention of the form as a record, 
as part of a records retention program. The difficulty frequently encountered here 
is that the form loses its identity as a form when it becomes one part of a com- 
posite record file. 

Form spacing. The writing method, typewriter or other forms writing machine 
will be the principal factor in determining the proper spacing of the lines. Both 
horizontal and vertical spacing is a factor. If forms are to be filled in by hand, 
1,” spacing is considered standard. Single typewriting spacing is usually in- 
adequate for longhand. If the same form is used for both longhand and machine 
entry, double typewriting spacing should be used. The “throw” (distance between 
writing lines) on most office machines is six lines to the inch, but some typewriters 
and forms writing machines are geared to space in tenths of an inch. Where 
necessary, forms writing machines can be geared to any throw on special order to 
the manufacturer. This is usually not an expensive manufacturing operation and 
is frequently a very useful feature since it may be possible to adjust from 3 to 4 
lines per inch and achieve a 331/4,% increase in writing lines. 

In providing proper vertical spacing, allowance should be made for the maxi- 
mum number of characters: 14” per character is considered adequate for longhand 
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HAMMERMILL Form LAYOUT SHEET "po wo, banp at fue 
ELITE TYPEWRITER SPACING 205.0005 


A spacing chart is helpful for drawing forms copy to be submitted to a printer, Usually 
these charts are printed for pica and elite typing, ruled horizontally and vertically. 


entry. Vertical spacing for machine entry forms should be established according 
to the vertical spacing or ‘‘pitch” of the machine. A machine's pitch is determined 
from the number of characters to the inch in a horizontal line. Vertical spacing 
can be based upon 1/12” pitch (12 characters per inch) for elite typewriter type, 
and 1/10” pitch (10 characters per inch) for a pica machine. The form designer 
should check the type of machine on which the form is to be written and not as- 
sume that the type style on the machine indicates the pitch since some vertical spac- 
ing can be of a special design. 

It is a good practice to allow every column to be two characters wider than the 
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INSTRUCTIONS: 1— USE BALL POINT PEN OR TYPEWRITER 
2-— EXTRACT PART 2. FORWARD COPIES 1 AND 3 INTACT TO DUPLICATING DIVISION 
3— PART 3 WILL BE RETURNED WITH FINISHED WORK 


UO 190-8 DUPLICATING SERVICE REQUISITION 
DUPLICATING DIVISION - 

GENERAL SERVICES DEPARTMENT 

1ST FLOOR 300 MADIGON AVENUE 


OTHER 
MULTILITH [_] rnorosrar 


QUANTITY REQUIRED SPECIFICATIONS 
NUMBER OF PAPER MATS COPIES PER MAT j PRINTED 
| STANDARD [—] STANDARD Ai, uti | 
} ayn L. 


6 = a 
3 HOLE PUNCHED CJ ONE SIDE | | TwO SIDES 
NUMBER OF PAPER ORIGINALS COPIES PER ORIGINAL OTHER 


SPECIAL INSTRUCTIONS 


DELIVER TO (PLEASE PRINT NAME) COMPANY DEPARTMENT DATE 


ADDRESS (BUILDING AND ROOM NUMBER TELEPHONE NUMBES CHARGE ACCOUNT NUMBER 
PAX 
DELIVERY BELL 
| 
| DATE REQUIRED (BE SPECIFIC; NOT “RUSH ere DATE COMP. ‘OUP. Div. US NLY 
INSTRUCTIONS aeruan via | —_— 
| CO CENTRAL MAIL c 7 WILL PICK UP 
| 
| OTHER REQUESTED BY (SIGNATURE 
| | 


t 


DUPLICATING DIVISION COPY 





REQUISITIONER’S COPY 











A form carrying instructions for filling out and routing. 


maximum number of digits contemplated. This allows for inaccuracies in register 
in forms manufacture and inaccurate insertion into the machine. 

Placement of instructions. There are two kinds of instructions that may ap- 
pear on a form: (1) those that instruct ‘how the form is to be filled out, and (2) 
those for routing the form or its parts after it has been filled out. It is always good 
practice to place the instructions for filling out at the top of the form where they 
will be noticed before the form is filled out. Instructions for routing the form or 
its parts can be placed at the top or bottom of the form depending on its design. 
Frequently colored inks or italic type are used for printing instructions to avoid 
confusion with the form proper. 

Sequence of entry provides the best single measure of an efficient form. All 
the information to be filled in on the form should be analyzed to determine the 
most efficient writing continuity. Arrangement of entries should be orderly and 
practical. Related items should be grouped for ease and speed in making entries. 
Items should be laid out to make entry and reference as fast and accurate as pos- 
sible. The logical sequence and grouping of related items speeds up entries and 
simplifies reference. 
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Before and after a form was 
redesigned to obtain horizontal 
typing sequence. 








Horizontal sequence of entry. To obtain the ideal typing sequence, forms 
should be planned so that the eye follows the natural left-to-right reading move- 
ment without jumping around to find all essential information. This is especially 
true of an application, or question-and-answer, type of form. Two popular meth- 


ADDRESS 
Street City tote Street 
This method of making up rules is more Rules set under the type lines are easier for 
commonly used but takes the printer more printer to make up. 
time. 








NAME jLast, First, Middle} 








ADORESS (Street, City, State) - TELEPHONE NO 





TELEPHONE NO 








CITIZEN 





ves NO 





This layout is less confusing to the eye and allows more space for writing. 
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ods used to obtain a horizontal sequence of entry are the straight line principle 
and the box principle. Proper use of these principles not only improves the physi- 
cal appearance of the form but, more important, makes the form easier to under- 
stand, easier to fill in or answer, and faster to process. 

1. Straight line principle utilizes straight rule lines as a visual and writing guide 
and sets off each required entry. 

2. Box principle utilizes both horizontal and vertical ruled lines to assure that 
written entries are confined to each enclosed area or section formed by the ruled 
lines. 
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A form that provides for continuous execution. 


Continuous execution. Typewriter should proceed from item to item with a 
minimum of travel and spacebar actions. 

Use space wisely. Be certain there is sufficient space for individual entries. 
Avoid unneeded borders and decorative rules to allow continuation of writing into 
margins. Make provisions for overflow or continuation of information to a desig- 
nated space if regular space is inadequate. 

How is form to be filed? Many times one or more parts of a form are to 
be bound in a book. In other cases, forms are punched and placed in a binder. In 
some instances, forms are placed in file folders or special filing equipment. Find 
out whether the filed or bound copies are to be referred to alphabetically, numeric- 
ally or in chronological sequence so that the design of the form will permit quick 
and easy reference. 

Function and distribution. Each part in a forms set is intended to convey in- 
formation about the transaction to some department or person and the routing of 
each part should be indicated. The more important carbon copies should be placed 
in the set so that the data will be clear and sharp for those who most need it. In 
a set with a comparatively large number of parts, the last few copies in the set 
will be the lightest and consequently less legible than the first copies. 

Type changes between parts. Changes in type composition from part to part 
in a set enable the form to accomplish more than one purpose. In some cases it 
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is desirable to have special instructions written on certain parts in a set to clarify 
their purpose or use. The use of rubber stamps can be frequently eliminated to 
save time and provide a more economical operation. 

Constantly recurring information like ‘“Terms—Net 30 Days,” etc., is fre- 
quently typed or written on forms such as invoices. Many times this information 
can be printed on the form and result in a saving of time. 

Backers. A reduction in form size or additional writing space frequently can 
be obtained by placing instructions and such information as terms and conditions 
on the back of one or more parts of a set. It is often desirable to print this backer 
copy in gray ink to minimize the ‘‘show-through” of backer copy on the face of 
a form. 

“Show-through” can be also reduced by using paper of high opacity. This 
adds little to the cost and permits using black ink with a minimum of show- 
through. This is important because backers frequently contain legal conditions. In 
some litigation it has been held that too light or too small print may nullify the 
effect of the backer. 

Head to head or head to foot. If the form is to be printed on both sides, de- 
termine if it should be printed head-to-head or head-to-foot. If the form is to be 
filed in a fastener-type file with the fastener at the top or bottom, it should be 
printed head-to-foot so that it can be easily read without removing it from the file. 
If the form is fastened at the side, head-to-head printing is more desirable. 

Paper weights and grades to be used are determined by the handling, filing 
and routing of the form. For certificates, checks and other valuable papers, rag 
content bond papers should be considered because of high quality and permanence. 
If the form is to be handled by many people, index or ledger papers should be con- 
sidered because they are tough, durable and easy to handle. If a set contains many 
carbon copies, the weight of the paper is particularly important in order that clear 
legible copies be obtained. Generally bond papers provide ease of handling and 
sufficient durability, and offer the advantages of compact filing and many carbon 
copies provided lightweight bonds are used. 

Grain of Paper. All papers have grain. This is caused by the fibres coming 
to rest parallel to the direction in which the paper travels as a continuous web 
through the paper-making machine. Consider: 

1. Whether or not the form must roll around the platen of a business machine. 
This is particularly important for ledger and index paper stocks because of their 
rigidity. The grain should run parallel to the platen of the machine. 

2. Whether or not the form is filed vertically. If it is, the grain should be ver- 
tical to help the form maintain an upright or straight position in the file. 

3. When the form is to be fed into a duplicating machine. Paper has a tend- 
ency to curl when there is radical change in the moisture content. The sheet will 
curl with the grain. If the grain runs parallel to the direction that the paper feeds 
into the machine, the effects of curling will be minimized. 

It is not always possible to have the grain run parallel with the platen of the 
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Paper curls with the grain. 


machine and also be vertical when the form is filed. A test should be made to de- 
termine which of the two operations will be least inconvenienced because of im- 
proper grain direction. 

Paper colors provide an easy method of distinguishing the various parts of 
a set so that they can be properly routed. A color becomes identified with a de- 
partment or person. Some companies have adopted a colored paper to identify 
themselves with their trade. For example, they use a light blue for invoices and 
a pink for credit memorandums. 

Number of carbon copies. The accompanying chart may serve as a guide in 
determining the number of carbon copies obtainable when using various weights 
and kinds of papers. Keep in mind that it is only a guide since the machine, the 
size and style of type on the machine, and the sensitivity of the carbon paper will 
have an effect on the number of satisfactory carbon copies obtainable. 





NUMBER OF CARBON COPIES OBTAINABLE (IN ADDITION TO ORIGINAL) 


TYPEWRITER 
OR BUSINESS ELECTRIC 
PAPER WEIGHT MACHINE TYPEWRITER PENCIL 


7 re :), eee 6—7 7—9 4 
Bond eres .. SIRs 4—5 6—8 
OT Se 16 |b. 3—4 5—7 
Bond = .20 |b. 2—3 4—5 
Bond or Ledger _. 24 |b. 1 2 
Onionskin or 7 |b. 8—10 12—14 
Manifold. 9 tb. 6—8 9—12 
Bible Paper .. 5 |b. 12—14 16—18 





Carbon paper. Many types of forms may be interleaved with one-time car- 
bon or one of the several types of carbon-saving devices may be used along with 
conventional carbons. The choice is governed by such factors as the time saved 
in setting up carbons, need of carbon for subsequent entries, types of writing ma- 
chines and overall carbon costs. Where a large number of copies are written on 
certain types of machines, actual tests should be made with a paper and carbon 
dummy. The number of copies, the machine and the size and style of type on the 
machine will determine the weight, sensitivity and color of the carbon paper. Car- 
bons are available for each type of impression: handwritten, typewritten, tabulating 
machine, bookkeeping machine, addressing machine. All these types are manufac- 
tured in many degrees of brilliancy and sharpness as well as different price grades. 
The subject of carbon paper and carbon paper specifications are more fully covered 
in the chapter on carbon paper. 
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Designating distribution of parts of the set. For simplicity and ease of system 
operation it is desirable to identify the various parts in a set for distribution pur- 
poses. Colored papers provide the easiest method of identification, but marginal 
words, colored inks and designating figures in the body of each part also provide 
identification for sorting. 

Variable number of copies. Invoices, purchase orders and other types of trans- 
actions at times require extra copies. Analysis should be made to determine if 
it is economical to include the extra copies as part of all sets or whether extra 
single sheets should be used as and when the extra copies are required. Sometimes 
it is desirable to use a combination of sets to provide for all of the variations. For 
example some transactions may require 6, 7 and sometimes 8 copies. In this in- 
stance, a 3-part set and a 4-part set will answer all possible variations. 

Single part to serve two or more purposes. Analysis of the system may 
show that one copy in a set can be routed to two or more departments or persons 
without interfering with the efficiency of the system. This makes it possible to 
reduce the number of parts in the set. 

Fitting standard housing units. When designing forms, do not overlook 
the available storing and filing facilities. With rare exceptions, forms can be de- 
signed to fit standard filing cabinets which are made to hold paper 81/.” x 71”, 
81,” x 11” or 81/4” x 14”. Index card files are available in standard sizes of 3 x 5, 
4x6 and 5x8. Loose leaf binders and ledger card posting trays are also available 
in standard sizes which should be a factor in determining the size of the form. 
Variations from standards are expensive and frequently present problems in filing 
and handling. 

Window envelopes should be used wherever possible. Forms going through 
the mail should be carefully examined to determine whether or not a window en- 
velope can be used. If a window envelope is used, fold marks should be indicated 
on the form so the operator will know how to fold it to fit perfectly into the en- 
velope. Window envelopes offer a number of advantages, but three are particularly 
important: 

1. Eliminate addressing the envelope since the name and address appearing on 
the enclosure are seen through the window. While window envelopes cost ap- 
proximately 20% more than regular envelopes, the cost of typing addresses on 
envelopes is considerably more than the difference. 

2. Eliminate the possibility of getting the enclosure in the wrong envelope. If 
window envelopes are used the name and address on the form must appear exactly 
in the correct position. Fold marks as well as address-locating marks can be 
printed on the form if the folding and address position cannot be easily located. 

3. Eliminate the possibility of typing errors. Most forms which are at least 
51,” wide can be designed to fit window envelopes. The window can be placed 
in almost any position within postal regulations as long as the folded form fits 
the envelope with no chance of the address moving out of sight through the win- 
dow. Use a sample window envelope to try a dummy of your proposed form. Re- 
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HOW TO DESIGN FORMS FOR WINDOW ENVELOPES 


The address area can be shifted to almost any desired position provided the form fits snugly 
into the envelope without the possibility of slipping out of registration with the window. 
Always fit the form layout or proof in a sample window envelope. Keep folding simple. 








JOHN DOE CO. JOHN DOE CO 


Address in center for one fold in center. 












































JOHN DOE CO 
° 











r ’ 


c - 








Address at top requiring two folds. Use marks to 
assist in accurate folding. 























JOHN DOE CO 








r 


Address at bottom for one fold in center. 


























Rieskonminad 


TIME SAVED BY USING WINDOW ENVELOPES 


REGULAR WINDOW 
ENVELOPE ENVELOPE 


























INSERTING ENVELOPE INTO TYPEWRITER : 3.3 seconds 0 
TYPING ae aero it ws 13.3 " 0 
REMOVING FROM TYPEWRITER 3 pe 0 
TOTAL TIME SAVED PER ENVELOPE .. 19.6 seconds 


COST OF WASTE LABOR PER THOUSAND ENVELOPES WHEN USING REGULAR 
ENVELOPES INSTEAD OF WINDOW ENVELOPES (Based on 40-hour week). 


SALARY PER WEEK $50.00 $60.00 $70.00 
WASTED LABOR 6.75 8.10 9.45 
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member that the fewer folds required, the more time and labor saved. 

Postal regulations cover the position of the window and the design of the form 
enclosed in the envelope. These factors as well as the kinds of envelopes, sizes. 
etc., are more fully covered in the chapter on envelopes. 

Simplifying and combining related forms. A properly designed form will 
result in writing the maximum information in one operation which results in sav- 
ings through reducing typing time, simplification, and by eliminating the possibility 
of errors in retyping information. The ultimate objective of most systems analysis 
is to incorporate as much information as possible into a one-writing operation. 
The extent to which this is accomplished is an important measure of the efficiency 
of the form. 








8 PRRUTT ADED “ADIALI YT | Orwealy OF 1m\! TURD, & cometderaton of the premhem, doe 
ey Corman so here te bed Ane ded Mere be the pene! md eed bate 


ee ee ems ce es ee es 



































Before combining. Forms at left combined. 


Withholding data. There are a variety of methods for completely blocking 
out, optically diffusing, or suppressing data so that information is eliminated or 
suppressed on specific areas of a form and on parts within a set, yet it will appear 
where it is required on other parts of a set. The method used depends upon the 
application, design and construction of the form, the writing process, handling 
procedure, and degree to which the information is to be obliterated. Blockouts 
can be used on practically any kind of form, but they are particularly effective on 
multiple-part forms. 

Printed Blockouts and Phantom Designs. A simple inexpensive method for 
blocking out data in areas where no data is to be visible. Typewritten and hand- 
written impressions are lost in the maze of the printed pattern. 

Suppressives are similar to blockouts, but differ in that suppressives do not 
completely blockout information. Suppressives will take care of situations where 
it is desirable only to suppress information and the information suppressed still 
remains legible. 
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At left: Typical 
blockout and sup- 
pressive patterns. 






















































































At right: Printed 
blockouts on spe- 
cific parts of a set. 



































Check boxes. When answers are limited to direct questions such as ‘‘yes” or 
“no,” “‘prepaid or collect,” “married or single,” etc., considerable time is saved 
by the use of check boxes. The copy can be a single word, phrase, or a complete 
sentence. This technique also saves time in interpreting the answers entered on 
the form. With check boxes, one form can cover several branches or locations 





CORRESPONDENCE INSTRUCTION FORM DATE Maw Receiveo | LETTER NUMBER | INSTRUCTIONS FOR ANSWERING: 


ATTACH SECURELY BELOW HEAD OF LETTER 
() RUSH-ANSWER TODAY 





OC ANSWER Berore__ 
INSTRUCTIONS CHECKED BY 





C0 ©0 NoT ANSWER 





THE ATTACHED LETTER OR PAPERS TO BE ROUTED TO DE- (CHECK TO SHOW ACTION DESIRED) 

PARTMENTS AND INDIVIOUALS AS NUMBERED BELOW. INSERT oO 
Y PY OF 

NUMBERS IN FIRST COLUMN TO INDICATE ROUTING ORDER NOTE ANO eaeniaraced ANSWER SENO ME A COPY OF REPLY 

PA N T 

ROUTING DEPARTMENT FOR ATTENTION OF ani REQUIRED LETTER 0D Fro.tow up. 


OC SHow ME BEFORE MAILING 











CREDIT DEPARTMENT () RETURN TO ME WITH SUGGESTIONS 


O 


' 
| 


ORDER DEPARTMENT 7 Oo ACKNOWLEDGE RECEIPT ONLY 


i 
| 


| 
ooooooo000 


| 


SALES DEPARTMENT 0 ASK HIM TO WRITE LATER 


1 
| 
} 
| 
| 
| 


(CASK HIM TO CALL 
SHIPPING DEPARTMENT 


J TELL HIM WE ARE INVESTIGATING 


ADVERTISING DEPARTMENT 


(CD CONTRARY TO OUR POLICY 
CORRESPONDENCE Div!ISIOn 


in 


(0 WE CANNOT DO THIS 
MR 


ooo00000 


DC we can DO THis 


MR 








be 0 avoio ComMiTTING US 
[Mr 














ooooooo000 





FURTHER INSTRUCTIONS OR REQUEST FOR INFORMATION 











A form containing check boxes and preprinted information. 
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and identify the branch at which the transaction took place. One method that will 
accomplish this is to place a small check box beside each branch address so that 
the operator can check the location at which the transaction takes place. 

Be careful of columnar groupings of check boxes on multiple-part forms if 
registration from part to part is close or if it is apt to be poor. If the “x” or check- 
mark does not register properly in its intended box on subsequent parts of the form, 
it may be misunderstood to apply to a box other than the one for which it was 
intended. 


Preprinted information eliminates the necessity of writing frequently repeated 
items and saves time. If the form is typewritten it is frequently desirable to set the 
preprinted items in a typewriter face to give uniformity to the finished form. Other 
advantages of preprinted items are the advertising or promotional value obtained, 
accuracy of description, and accuracy and ease of analysis. The same item will ap- 
pear in the same place on every form. 


DIFFERENT WAYS OF WRITING A DATE 
December 15, 1960 16 characters 
Dec 15 1960 11 characters 
8 characters 
12-15 (preprinted 60) 5 characters* 


* Preprinting numerals for the year is not more efficient than 12-15-60 because it detracts 
typist’s attention and finding time more than offsets any difference in character count. 


Misuse of guide rules. On typewriter forms guide rules serve no purpose and 
frequently cause delaying adjustments. 


Always Written Occasionally Written 
OKLYN 6 NEW YORK u SA ‘ay 22;'° $i 1 2 3 4 5 


Date | No. a Exp. | Truck 








Arrange items in the frequency in which 
they are used. 


Guide rules delay typing. 

Frequency of use sequence. Arrange items in a frequency of use sequence, 
eliminating non-productive spacebar actions. 

Uniformity of design. If the information is taken from a previously written 
form, or is later transferred to another form, it is important that the sequence of 
items on the two forms be the same. It is seldom that justification can be found 
for not following this rule. In many instances information placed on a form 
is copied from another form. If the typist does not have continuity of reference 
between forms, speed and accuracy are impaired. This would be the case with a 
purchase order which is normally copied from a purchase requisition. The items 
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on the purchase requisition and on the purchase order should be relatively in the 
same sequence to reduce or minimize waste motion caused by searching. 
Common Left Hand Margin. Each writing line should have a common left 


hand margin so that the carriage may be returned to the same character position 
atter each line is written. 
First | 


First 
Writing 





Second 
Writino 
| Second 
Second | | 


| 
| 
| 
| 


| 
| 


First 


—— L! 


Group separate writing areas (as at right) to permit continuous writing of each portion. 


Group Separate Writings. On some forms only a portion of the data is 
filled in at the first writing and subsequently the remaining portion is written. 
Each portion to be filled in should be grouped to permit continuous writing at each 
point. If possible, begin at a common margin for each writing. 








Common 


Crauses Here 











teft Hand 








| Clauses Here 


Locating Clauses. Clauses should be positioned in non-writing areas if pos- 
sible so that the typist need not space through them. If convenient, clauses can be 
placed at the bottom of the form or alongside of the “ship to” box. 

Tabular stops. Design the form to take full advantage of the facilities of the 
writing machine. Vertical spacing on the form should correspond with the ma- 
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chine’s spacing and as many items as possible should be aligned with a common tab 
stop. 





OPER. 1 aPTER TYPING CRDER STRIP OFF SECTS. 188. FWD. SECT. | TO mvOICE TUB. SECT. 2 vo vasveny. GESTS. S86 VO PROwIeS OVE TUS 


+' 











seibins or satcnuiey 








(jas nO CONTRACT NO. "CE DATE 


rauce [7] 


Sescrirriownw 





via ae 



































The cross-marks indicate location of tabular stops on this form. 


Electronic tab stops. Tab stop positions can be printed with electrically con- 
ductive ink. At the touch of the tab key the typewriter reads the form being typed 
and automatically positions the carriage to the correct typing point. The electric 
typewriter must be equipped with the tab stop electronic sensing device. 

Indicating targets are guidelines or marks printed on the form to designate 
a limitation for writing data. If a form includes short carbons or striped carbons, 
it is desirable to place targets on the original copy so that the operator will know 
where the carbon ends on subsequent parts in the set. Targets are also desirable to 
indicate the typing positions or changes in composition on internal parts of the set. 
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It is generally easier to compare information when the information is presented 
vertically, up and down. 








MEN OVER 40 26 








WOMEN OVER 40 16 
seit sade lakataian 
MEN UNDER 40 0) 22 














WOMEN UNDER 40 Lg 











The purpose of this form is to compare the number of people of the same age group in 
different departments, but it is not organized to bring out that comparison. 





OVER 40 YEARS | UNDER 40 YEARS 


_WOMEN 





MEN WOMEN 


32 46 ie Ba 
18 22 kg 


14 16 51 
































Arranging the information to be compared in a vertical column presents the comparison 
more effectively. 


It is always easier to compare figures when Rather than across: 
they are presented in a column: 2,345, 632, 1,265, 13,426, 525 
2,345 
632 
1,265 
13,426 
525 















































Heavier rules used as visual guides. 


Visual guides and aids can be used to facilitate quick and easy identification, 
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ease in filling out form, and quick and easy reference. In unruled forms, allow 
additional space after every fifth line. On horizontally ruled forms, make every 
fifth rule heavier in weight. On vertically ruled forms, use a heavier weight rule 
to divide major sections. 

Readability of text. CAPITAL LETTERS ARE NOT RECOMMENDED 
FOR LENGTHY COPY BECAUSE THEY ARE HARD TO READ AND TAKE 
UP MORE SPACE. Upper and lower case type is easier to read and saves space. 
Long lines of type are harder to read so heavy text should be set in two or more 
columns of shorter measure. Use changes in type styles to get attention or signal 
important information: /talics, bold, underscoring and type dingbats like: 
 *& * =, etc. Printing certain type matter in a different color ink also attracts 
attention. 





4 











Incomplete rules provide maximum description area and flexibility. 
Area for description. Incompletely drawn rules in the body is a good way to 
provide maximum description area and flexibility when using the same form to 
handle different products or operations. 





EXPERIMENTAL 
RESEARCH 
OTHER COSTS 
SELLING 
UCC PUB. REL ADV 
AUX. & GEN 
ADMINISTRATION:co 
UCC 














STD. DEPR 
TOTAL 



































‘ meee | —- ~~ 
‘  « ae 


Background tinting of selected columns or areas brings emphasis to those areas and makes 
the form easier to read. 


Background tinting of selected columns or areas brings emphasis to those areas 
and makes a form easier to read. 

Design principles are basically the same for loose forms, carbon interleaved unit 
sets, continuous forms, duplicating master forms and other specialty forms. While 
physical construction and manufacturing techniques may vary, they do not affect 
the design on the face of the form. 
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DO’s AND DON’Ts 
OF GOOD FORMS DESIGN 


DO 


. Do leave sufficient space around 
company name for good appear- 
ance and to avoid conflict with 
typing. Never type above a head- 
ing, seldom at the side. 

. Do try to arrange typing in same, 
or related, sequence as on original 
form or work sheet. 

Do try to arrange typing in hori- 
zontal sequence, on as few lines 
as possible, preferably with print- 
ing above each entry. (Harmonizes 
with best typewriter action, uses 
full width of form, improves refer- 
ence). 


4. Do arrange typing in relation to 
ge typing 


other entries and vertical columns 
so tabulating stops can be used 
fully. 

. Do place all entries on proper 
vertical typewriter spacings and be 
consistent, using double spacing, 
whenever possible. ( Avoids line ad- 
justments, lost time, messy work). 
. Do place important — references 
(numbers, dates, etc.), where they 
can be referred to best in binders 
and files. 

. Do place terms, conditions etc., 
where they receive attention but 
do not crowd or slow up the typing. 
Use open space in heading or below 
last convenient typing position. 

. Do relate all spaces and columns 
to the maximum entry (but don’t 
add more than one or two spaces). 
. Do use abbreviations, codes, “keys” 
to conserve space and typing, im- 
prove speed. 

. Do place single, or constant entries 
in heading, avoid repetition in body. 
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DON’T 


. Don’t crowd heading. 
. Don’t crowd the entries into a 


close group of single spaces (adds 
line spacing operations, makes ref- 
erences difficult). 


. Don’t crowd printing and typing 


in small horizontal spaces. 


4. Don’t stagger typed entries on many 


horizontal lines (adds line spacing, 
positioning operations, spoils ap- 
pearance). 


. Don’t stagger entries in different 


horizontal positions, unrelated to 
other entries and vertical columns. 


5. Don’t use cross rules between 


printed items on typewritten forms 
(slows up work—impairs appear- 
ance and reference value). 


. Don’t place important information 


in poor reference locations (con- 
sider normal handling of binders 


and files). 


. Don't place printing beside typing 


when it can be placed above (forces 
hop-skip-and-jump operations with 
loss of speed). 


. Don’t leave vertical lines adrift at 


bottom. 


. Don’t place printing in body of 


form where it will conflict with typ- 
ing, use valuable space, or involve 
a larger size. 


. Don’t use cents columns (involves 


careful positioning). 


. Don’t leave body blank, without 


columns or captions. 


3. Don’t crowd printing and typing 


into crowded boxes where they will 
conflict or impair reference. 


i. Don’t place typing too close to top 


or bottom edges where typewriter 
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DO 


Do print recurring or rubber 
stamped items on all forms. 

Do use checking boxes beside 
printed items to indicate alternate 
handling, method of shipment, etc. 
Do use window envelopes wher- 
ever possible (saves time and avoids 
misdirection of mail). 

Do avoid excess form depth and 
unnecessary mailing folds. 

Do place binding holes on copies 
under heading wherever possible 
for economy. 


DON’T 


paper control is absent or inade- 
quate (where form has top stub, 
typing at top is okey). 

Don’t place so many heading en- 
tries in vertical arrangement that 
form is out of balance, body space 
inadequate, form size increased. 
Don’t make columns wider than 
necessary, crowding others: such as 
“Description.” 

Don’t place excessive conditions, 
etc. on face, if cheaper as back 
printing. 











TYPEWRITING ANALYSIS SHEET FOR EVALUATING COMPARABLE FORM DESIGNS 





FORM NAME 


size 





ITEM WRITTEN 























IF KEYSTROKE POINTS ARE 55% OF LESS OF TOTAL, DESIGN IS PROBABLY POOR & 





TOTAL POINTS FROM . INCREASE IN PRODUCTION 
BOTTOM OF OLD FORM 
ANALYSIS SHEET 
TOTAL POINTS, FROM 
OTTOM OF NEW FORM 
ANALYSIS SHEET 


DIFFERENCE 


THE FACTORS USED FOR ELECTRIC AND MANUAL TYPEWRITERS | 
ARE NOT BASED ON THE SAME UNIT OF TIME AND THE BASIC 2 
UNITS FOR A MANUAL KEYSTROKE 1S NOT EQUAL TO THE| 
BASIC 2 UNITS FOR AN ELECTRIC KEYSTROKE 








A forms analysis sheet for comparing different forms designs. 
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III. CARBON PAPER 


ASICALLY THERE ARE TWO TYPES OF CARBON PAPER. One is 
B designed for a maximum of legible writings and the other to make only 
one writing. Primarily the difference between these two types lies in the 
amount of carbon ink deposited on the backing sheet of paper and the carbon 
formula used. A multiple writing carbon must be made of a stronger paper to 
withstand the constant wear. Since one-time carbon is primarily intended for only 
one writing it is not necessary to use as strong a paper. In the case of one-time 
carbon the primary need is to have a paper that will absorb as little carbon ink 
as possible so that a minimum of carbon ink is used and the objective of 100% 
transfer at one writing is more nearly accomplished. In designing a carbon paper 
to be used for multiple writings it is desirable to have a slightly larger amount of 
the carbon ink absorbed into the paper and the deposit should be heavier to pro- 
vide a greater number of writings. In each application, however, there are many 
factors to be considered and the ingredients in the carbon will determine the quali- 
ties of the carbon paper. 

All carbon papers are composed of four materials: 

1. Color materials which give the carbon paper its color. The ideal carbon 
formula seeks to produce the most intense color consistent with the intended use. 
In producing black carbon, carbon black is the color material, and in producing 
blue carbon, iron blue is a common color material. 

2. Waxes provide a base for the carbon deposit. Hard or soft carbons are de- 
termined by the type and quantity of waxes used. Probably the most familiar wax 
is carnauba, a natural wax which has the qualities of hardness, brittleness and the 
ability to take up oil which are ideal requirements in making carbon paper. 

3. Vehicle allows a more complete mixing of the color and the wax. Mineral 
oils such as petroleum are used for this purpose and ordinary mineral oil fre- 
quently is a part of the carbon formula. 

4. Paper which will hold back the absorption of the carbon ink is used for one- 
time carbons. Papers which hold back absorption but are strong and heavy enough 
to withstand wear and handling are used for multiple-writing carbon. A little 
penetration of carbon ink into the paper is permitted but the paper should have 
satisfactory coating qualities. The weight of the paper itself is determined by the 
number of copies in the forms set. For one-time carbons it is normally desirable 
to have a lightweight sheet. For multiple-writing carbon the paper is slightly 
heavier to facilitate handling. For carbonized papers a weight of paper compar- 
able to ordinary forms printing papers is desirable. 

The carbon ink is a solid at ordinary room temperatures, therefore carbon paper 
is made at a temperature about 200° to 210° F. The carbon formulas are con- 
verted to pounds of materials used and the first step is to weigh out the component 
materials and put them into a ball mill where they are thoroughly ground and 
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mixed. The carbon ink is poured into a heated container beside the carbon coating 
machine. The carbon ink is spread over the paper stock and an adjustable scraper 
bar controls the amount of ink deposited on the paper. Immediately after the car- 
bon is deposited the paper passes over a chilling cylinder which sets the carbon 
and the coated paper is rerolled on a core. It is necessary to allow at least a few 
days for aging the carbon paper. After aging, it is slit into the proper size rolls 
for collation with printed forms. 

Strip-coated carbon is made by putting a metal guide of the proper width on 
the trough from which the carbon is deposited on the paper. This guide prevents 
carbon ink from coating the paper and an uncoated strip in the carbonized paper 
is obtained. 

The quality of carbon impressions is governed by (1) Method of writing the 
form. (2) Characteristics of the paper on which the form is printed. (3) Charac- 
teristics of the carbon paper. 

Method of writing the form. There are three general methods of writing a 
form as far as the mechanical principle is concerned: (a) by pencil or ballpoint 
pen; (b) by typewriter; (c) by tabulator. 

Pencil glide or the actior. of a pencil or a ballpoint pen on paper is obviously 
different from the action of a typewriter key or the type bar on a tabulator. The 
pencil glides smoothly over the paper because graphite in the pencil lead provides 
a lubricant which facilitates this gliding action. Carbon paper for pencil use must 
respond to this gliding or burnishing action. 

The typewriter stroke or the action of typewriter type, actuated by the depres- 
sion of a key, is similar to the blow from a hammer. Each individual letter or 
character swings in an arc against the typewriter platen. The size and style otf 
type face also affect the carbon impression. Typewriter actions vary. They range 
in intensity and velocity from that obtained with a noiseless portable to that ob- 
tained from an electric typewriter at full tension. Carbon papers for this method 
of transcription must respond to this mechanical principle of producing writings. 

‘Tabulator pressure is another type of action and is used in tabulators and adding 
machines. Type bars are arranged side by side, each with its letter or number 
abreast of the writing surface. An impression bar pushes the entire row of type 
bars into contact with the paper. The platen of an Addressograph rolling over 
and squeezing the form against an entire line on the embossed plate at one time 
is another example of pressure principle which requires still different charac- 
teristics in carbon papers. A somewhat harder impression is required to make a 
greater number of carbon copies so the writing surface is also an important factor 
in the method of writing the form. A hard writing surface for pencil written 
forms may be provided by use of a wrap-around cover, a writing board, or a reg- 
ister. A hard writing surface for machine written forms may be provided by use 
of a harder platen on the typewriter, tabulator or addressing machine. 

Characteristics of the paper on which the carbon impressions are to be made 
is the second factor bearing on the ultimate quality of carbon impressions. If the 
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paper's surface is too rough, results will be fuzzy in appearance. If the paper 1s 
too smooth the impressions will be sharp, but they will be removable by slight 
rubbing with the finger. Thus the correct degree of smoothness and evenness is 
an important characteristic for form printing papers. 

Rag content papers give somewhat less satisfactory results than the sulphites 
because of the comparative hardness of the rag content papers, not because of 
the lack of smoothness. A hard paper yields less readily to forms writing. 

‘Another important point to consider in the selection of the right paper is its 
substance or weight. As the number of required copies increases, the weight of 
the paper must be reduced. 

Characteristics of the paper which is carbon coated is the third element in 
getting good carbon copies. The tissue used in the manufacture of one-time carbon 
must be light in weight, flexible and have great strength. Carbon tissue is usually 
made from kraft like that used for bags and wrapping papers because of its 
strength. 

The carbon coating must adhere to the tissue, yet be almost completely removed 
in the transcription process. 

Carbon papers are manufactured and supplied in varying degrees of softness 
and hardness. These varying degrees are dependent upon the quantity of waxes 
and dyes applied in the coating process, and the degree of polishing or bufhng 
to which the coating is subjected. A soft carbon will have been coated with a 
larger quantity of waxes and dyes, and will have had less polishing than a hard- 
carbon. A soft carbon results in heavier, denser copy. A hard carbon gives a lighter 
but sharper copy and does not smudge to the same extent as soft carbon. 

Full coated carbon is a sheet of carbon paper with its entire area covered with 
carbon dope which is “flowed” onto the paper and run through rollers to set the 
carbon dope on the paper. It can be shorter or narrower than the form itself to 
provide a means of eliminating a part of the written data on certain or ail but 
the original copy of a set. 

Carbonizing is the application of a coating of one-time carbon by the car- 
bonizing machine on the reverse of opaque sheets of the form itself instead of car- 
bon paper. The sheet may be carbonized over the entire area, or strip carbonized 
in any portion. 

Strip-coated carbon is carbon paper with only a, limited area covered with 
carbon dope. Strip coated carbon paper or strip carbonized opaque sheets must 
be at right angles to the perforations between sets when used with all types of con- 
tinuous forms. When used with the unit set forms, the strip must be parallel to 
the stub perforation. With the use of strip coated carbon it is possible to omit a 
part of the written data in a particular area of a form. 

Hot wax spot carbonizing is one method of printing carbon spots of required 
shapes and sizes, in specified areas, directly onto the reverse side of the form parts. 
It thus provides another means of selective transfer, whereby information appear- 
ing on the original can be withheld from various parts within the set. It provides 
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Hot wax carbonized areas on the back of 

certain forms in a set provide for the selec- 

tive transfer of some of the material written 

on the original while withholding other 
data from various parts of the set. 











many of the advantages of die-cut carbon, and is generally more economical. In- 
serting and disposing of carbon sheets is eliminated, though combinations of car- 
bon sheets and spot carbon can jointly be used where required. Because of the elimi- 
nation of carbon tissue, Transkrit Corp. has produced as many as 17 parts in 


one form for data transference. A multiform set also can be constructed from a 
single sheet, folded, and perforated for separation after form is written. 

The hot wax carbon ink is applied in an evenly controlled volume and con- 
sistency, protected by a film of wax. A degree of non-smudge, non-drying and 
non-fade properties are thus obtained, and transfer quality is generally equal to 
that of any carbon copying method. Hot wax carbon inks come in different de- 
grees of intensity and a full range of colors. A wide variety of special paper stocks, 
including gummed stocks, have been developed for use with spot carbonizing, and 
most weights of stock are available. Spot carbonizing can be also applied to kraft 
tissue and used in a manner similar to the way one-time carbon is used. The spot 
carbonized area may be any shape or size, running at any angle to the stub. 

Unit sets and most types of continuous forms can be manufactured with the 
spot carbonized kraft tissue as well as spot carbonized areas on the reverse side of 
the form parts. 

Combination features. The various means of producing carbon paper permit 
some features to be used singly or in combination. The strip carbon and one or 
more carbon spots of any size or shape can be used to fill in any remaining required 
carbon area. 

Double-face carbon paper is coated on both sides and frequently used in sales 
books. A duplicate carbon copy can be obtained by using double-face carbon paper 
and a semi-transparent sheet of paper in a set. The second carbon impression is 
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made by the double-taced carbon on the reverse side of the semi-transparent paper 
and the impression is legible when read through the paper. 

Saddle back carbon paper is coated on one side of half the sheet and coated 
un the reverse side of the other half of the sheet. The sheet is folded at the edge 
where the two carbon coatings meet so that the folded sheet has a carbon coating 
on the back of both halves. It is used for making two carbon copies by slipping 
the saddle back carbon over the duplicate copy, and placing the triplicate copy 
behind the second half of the saddle-back carbon. 

Die-cut carbon allows an area of practically any shape or size to be cut out 
of the carbon paper so that the written data is withheld on certain carbon copies. 
Many hand operations and other costly manufacturing operations are required in 
the manufacture and assembly of forms containing die-cut carbons, therefore use 
only when some other carbon feature will not do what is required. 
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PROTECTIVE 
SURFACE? 
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IMAGE 


The principle of solvent carbon paper. Saddle back carbon paper. 


Solvent carbon paper. This recent development of Columbia Ribbon & Car- 
bon Mfg. Co. and others, is coated with a thin layer of plastic resin made up of 
microscopic cells filled with ink. Ink from the cells is released by the pressure of 
the machine type or handwriting, reproducing a smudge-proof image that sets into 
the paper. In normal carbon paper the image is made by a raised carbon deposit. 
The ink left in the plastic coating disperses itself into the squeezed-out portion, 
much as water in a soaked sponge will run back into a section that has been squeezed 
dry. This gives the sheet a particularly good recuperating power. Because of this 
recuperative action, its life is considerably longer than that of ordinary carbon paper. 
The manufacturers claim that a sheet used 60 times has turned out readable copy. 
Because impressions made from solvent carbon paper are clean and smudgeproof, it 
is also made for multiple pencil use in register forms and for one-time use. This 
type coating is being put on polyethylene and polyester tape for use as inked 
ribbons. 
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Choosing the correct carbon paper. Carbon papers used in forms are avail- 
able in many weights and finishes. There is usually a most correct kind for every 
type of forms writing machine or handwritten operation. Various finishes and 
weights are used in the same set when some parts are to be written on a machine 
and other parts of the same set are to be handwritten. Some forms require a com- 
bination of machine and longhand entries on the same parts, and carbon papers 
are manufactured specifically for this purpose. 

To determine the most satisfactory weight, quality and finish for a particular 
form or operation, an actual test should be made before a form is manufactured 
A practical test may be made by making a dummy form of the exact paper and 
carbon to be used and testing the dummy by machine or longhand to determine 
the results. 
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IV. CARBONLESS PAPER 


ULTIPLE-PART UNIT SETS and continuous forms can be printed on 

NCR (no carbon required) paper manufactured by National Cash Register 

Co. Colorless chemical coatings on the paper itself eliminate the need for 

carbon paper. Normal pressure or impact of writing on the top sheet automatically 

reproduces the data on subsequent sheets. As many as 12 copies can be made on 
an electric typewriter and up to six handwritten copies. 

The first part in a set is coated with a dye emulsion on the back only. The last 
part in a set is coated with clay coating on the face only. Any intermediate parts 
are coated both face and back. The impact of typewriter type or the point of a 
pencil brings the chemical coating on the underside into contact with the coating 
on the face of the sheet underneath causing a chemical reaction which turns the 
impacted areas blue and leaves a sharp impression. 

The transfer quality of NCR paper is a result of the interaction of two dissimilar 
coatings. The back of the copying sheet is coated with an emulsion containing a 
colorless dye. The face of the receptive sheet has a coating of acetic absorbent clay. 
Under writing pressure, the dye emulsion is transferred to the clay and the com- 
bination of the two materials develops a blue color. This explains the necessity 
of the three types of paper in a set. 

Three basic sheets make up any NCR form: 

1. The first or original is coated on back only (CB). 

2. Intermediate sheets are coated on both sides (CFB). 

3. The last sheet is coated only on the front (CF). 

The proper coatings must be in contact since two coatings are necessary to 
reproduce. 

The biggest advantage of NCR paper is that it eliminates the carbon disposal 
problem and the inconvenience of carbon-smudged hands. NCR forms are rela- 
tively new but are now being used in many business systems. Many salesbooks 
used in department stores are manufactured on NCR paper. Since no carbon paper 
is used, the salesclerk does not have to dispose of one-time carbon. Also, the 
danger of soiling garments, such as linens from carbon-smudged hands, is 
eliminated. 

NCR forms are used for multiple-copy voucher checks, bank deposit slips, state- 
ments and ledgers. NCR paper can be used to advantage for some types of con- 
tinuous forms used on Teletype and tabulating equipment where decollating or 
extracting one-time carbon is time-consuming and costly. NCR forms can be com- 
bined with and made one section of a multiple-part unit set or continuous form. 

One of the advantages and conveniences of NCR forms is that information can 
be easily blocked out or suppressed on any copy by overprinting transparent ink, 
which prevents chemical reaction from taking place in specified areas. Spot, striped, 
or die-cut carbons are used with one-time carbon forms to achieve the same pur- 
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Multiple-part unit sets and continuous forms can be printed on carbonless paper. 


pose. An additional convenience of the invisible overprint ink is that ballpen or 
typed entries may be written in the blank areas after the parts are separated. 

NCR forms are approximately a third lighter in weight than comparable one- 
time carbon forms. This may be a factor if shipping weights and costs are a 
problem. 

Some Limitations. Prices currently paid for NCR forms are generally 10% to 


30% higher than for one-time carbon forms. 

Many construction devices which are possible with carbon interleaved forms are 
not possible with NCR forms, nor can you get as many copies with NCR as you 
can with one-time carbon forms. 

When additional entries are posted on copies of NCR forms which have been 
inserted into binders, a cardboard separator must be inserted between the chemically 
treated papers to prevent write-through. 

As long as any two parts with the proper chemical coating on the face and 
reverse side remain together, entries and unintentional scratch marks will reproduce. 
Any pressure will result in reproducing through the paper, since it acts as though 
there is a sheet of carbon between each sheet of paper. 

If the coating is erased, the transfer quality of the paper is removed. 

From a printer’s point of view, there are problems of handling and printing 
which require more than average care. 

Another type of carbonless copying paper has recently made its appearance. 
When the pressure from handwriting or typewriting is applied to this paper, it 
breaks down the surface coating at the spot of pressure. No chemical action is 
involved. This reveals a dark surface beneath the location of the pressure. A 
record is produced by the pressure of a pencil, pen, or type on a business machine 
or typewriter. As many as eight legible copies can be produced on an electric type- 
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writer and up to five with ballpen. Applications particularly for this type of paper 
have been found in such fields as meter tickets, instrument charts and customer 
charge-it systems. It offers the advantage of reproducing without a ribbon. 

Some limitations are the lack of a range of paper weights and colors. The 
image and shelf life is not as permanent as NCR or one-time carbon forms. Many 
of the construction devices possible with one-time carbon forms are not possible 
with this type of paper. 

In addition to the afore-mentioned, other makes of carbonless papers for 
various uses are, and are expected to be, available. 
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V. FORMS HANDLING EQUIPMENT 


MERE ARE MANY OPERATIONS, in the use of forms, that are performed 

after the forms are written. This after-writing is frequently costly since it is 

time consuming. There is on the market a wide variety of forms handling 
equipment designed to speed up these after-writing operations, which must be 
completed before the forms are ready for use: 

Imprinters imprint signatures, dates, company names, city name changes, and 
any other fixed data in any area of the form. These machines are actually small 
printing presses designed to add information to continuous marginal punched 
forms, checks, envelopes, etc. 

Cut-off machines separate and stack forms into depths ranging from 44” 
to 3”. Suitable for inventory control slips, tags, labels, etc. 

Detachers or bursters detach and stack single or multiple-part forms up to 
19” wide and from 3” to 17” deep. 

Slitters trim the marginal punched margins on both sides so that margins are 
not ragged after forms are detached. 

Imprinter-detacher-slitter imprints, trims and detaches. It is particularly suit- 
able for tab card checks. The checks are imprinted, margins cleanly removed, and 
stacked in numerical sequence. 

Decollators or carbon separators separate carbon from continuous forms. 

Burster-imprinter imprints and detaches. 

Joggers are useful for aligning loose forms before machine processing. 


A portable machine for collating and Leaf sorters are made for hand sorting 
tipping unit sets. all sizes of form. 
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Small tipping machine for making carbon 
interleaved unit sets. 


A paper jogger. 


Automatic burster and imprinter. 


satan See 


A portable forms detacher. 
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VI. MANIFOLD BOOKS (SALESBOOKS) 


are used also for many important business operations and systems. The same 

advantages and principles of combining forms are possible in handwritten 
salesbook forms as in machine written forms. Department stores, for example, 
combine the packing memo and shipping label in their salesbook. 

All salesbooks consist of three items: forms, cover or binding, and carbons or 
carbonized sheets. There are a great variety of construction possibilities and design 
features available in salesbooks, some of which are as follows: 

Single sheet (non-duplicate) sets have each part in the set a separate sheet 
of paper. 

Folded sets have a folded sheet of paper, stub perforated and bound at one end. 

Pasted sets are made by pasting together single sheets and folded sheets or both. 

Audit pads are separately bound pads of single sheets always used in conjunc- 
tion with a folded or pasted book to obtain a separately bound copy of every trans- 
action. Any book with an audit pad is called a 2-unit book. It may have a com- 
mon binding or be bound separately and used in an interchangeable cover. 

Chipboard binding is one with a chipboard back to which the forms are glued 
or stapled in certain styles of record books. 

Center opening (c/o) cover is a double length sheet of cover stock folded in 
the center and stapled to the back of the book at the stub. It covers the front and 
back of the book. 

Front and back cover sets have a sheet of cover stock in front of the set and 
another in back. Usually combined with cloth over stub binding as in the manifold 
book construction. 

Cloth over stub binding is gummed cloth glued over the stub to cover the 
staples and provides extra strength to hold the sets together. 

End opening cover is a wrap-around cover style. It is fastened at the stub in 
back of the sets, passed around the end opposite the stub and extended just short 
of the stub perforation. 


ener originally were used only for salescheck purposes. Today they 


Open end book. Two-part book. Two-part folded book. Unit sets. 
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Folded sets. Open end sets. Carbon attached Carbons stapled 
to manila strip. in the stub. 


Triad cover is a combination cover providing full cover front and back, plus 
an extra fold for insertion between carbonized sets to act as a writing stop. 

Manila lip binding has a strip of cover stock about 3” deep stapled at the stub 
to the back of the book. Primarily intended for books used in interchangeable 
covers. 

Interchangeable cover offers protection to house a book until all sets are writ- 
ten, whereupon a new book is inserted. 

Loose carbon sheets are usually perforated and bound in the book; detached 
and inserted by hand between the sheets in the set when the book is originally 
put in use. 

Carbon attached to a manila strip.Carbon sewed or gummed to a manila 
insert sheet which is stapled at the back of the book in the stub. This construction 
is used with end opening sets or single sheet sets. 

Side-fold carbon is fastened to a manila insert and bound in the book so 
carbon folds into the set from either the left or right side. 

Stapled in the stub carbon is stapled in the book stub to drop between the 
sheets of a folded or pasted sheet set. 

Carbonized construction has the back of the forms themselves coated with 
carbon or spot carbonized. 

Duofold carbon is a double length carbon sheet coated half of its depth on 
each side. It is used with books having an opaque audit pad. 


Pasted sets. Manila lip binding. Loose carbons. 
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Backers are any printing on the back of a form. 

Thumb-notched carbon has a notch at the right near the stub of the folded » 
set of pasted books for easier separation. 

Marginal words to indicate routing or disposition of a part in the set can be 
printed on the form, like: original, duplicates, customer's copy, etc. 

Consecutive numbering allows the sets to be numbered in sequence. 

Check numbers are consecutive numbers printed successively on each set in 
the book. Usually the numbering is from 1 to 50. 

Various stub positions. The stub is usually located at the top but may be 
at the bottom, left side or right side. 

Safety tint. A specified area may be printed with a special ink which will rub 
off if an erasure is made. 

Short original copy. The form can be folded and bound so that the original 
is shorter than other parts in the set. Primarily intended for use in a cash register 
which prints information about the transaction in two positions. 

Some advantages of covered salesbook forms over padded forms: 

1. The cover and the wire stitched stub protect the book from rough handling 
which might break the glued back of padded forms. 

2. Keeps the top sheet clean, therefore less waste. 

3. Protects edges of sheet. 

4. Unit sets with one-time carbon may be bound in books. Many construction 
features of unit sets can be used even when bound in books. 


5. Allows many construction features not available in padded forms, such as 
(a) file copies of all sets written may be left in the book; (b) sets may be de- 
tached as a unit for later handling or later entries. 
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VII. TAG FORMS 


quently have blank spaces to be filled in as part of a business system. The 
various kinds and designs of tags used as part of a business system vary 
in intricacy of design as much as most types of business forms. 

The printing of most types of tags is more of a manufacturing process than it 
is a craft printing process. Most tag manufacturing equipment produces the tag 
and prints on the tag in one operation. This type of roll-fed equipment is best 
set up to run standard sizes, and to vary from these standards will materially re- 
flect in the cost of the tag. Small quantities of tags are usually best run on ordinary 
job press which can print directly on pre-made tags. 

Tag stocks, A variety of tag stocks is used, but generally there are five basic 
types: 

1. Rope made from hemp in used rope. Has good strength and durability. 

2. Jute made from plant fibres in reclaimed burlap bags. Has good strength and 
durability. 

3. Chemical wood (sulphite) made of sulphite pulp. Has good strength and 
durability, but not to the extent of jute and rope. 

4. Ground wood made with ground wood pulp. An inexpensive grade of tag- 
board, not having the strength and permanence of tagboard made from sulphite 
pulp. 

5. Cloth made with rag or cotton fibres. Used where maximum strength, dur- 
ability and flexibility are required. Some cloth-like tags are made from paper 
stocks that have been impregnated with various resins to obtain some of the quali- 
ties of cloth tags. 

Cloth tags are recommended where a combination of flexibility and durability 
are required, Especially good for shipments of commodities such as pipe or other 
similar products where the tag must roll and unroll without losing strength. 

Tags with stubs. Tags with perforated detachable stub or stubs are used in 
various systems. The stub may be below, above, or in the middle of the tag form. 

Tags may be manufactured as companion tags or as companion pieces with a 
form. Companion tags manufactured in gangs of two may be printed with differ- 
ent copy on each tag and may be consecutively numbered or in series. 

Manifold tags. A widely used type of tag is made up as one part of a unit 
set construction. Many of the construction features (short carbons, carbon spots, 
blockout techniques, etc.) available with unit sets can be incorporated in manifold 
tags. The tag part is usually the last part of the set because of the thickness of 
the tag card stock. Manifold tags can also be made up in continuous style. 

Continuous tags. Tags may be manufactured in continuous style which facili- 
tates inserting the tag into the typewriter or other forms writing machine. A popu- 
lar piece of equipment used for the imprinting of variable data on continuous tags 


M # TYPES OF TAGS are business forms in the sense that they fre- 
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2%4x13% 3.78 sq. in. 


SIZE | 








3% x 1% 





SIZE 2 


5.28 sq. in. 








3% x 1% 





SIZE 3 


7.03 sq. in. 








4% x 2% 





SIZE 4 


9.03 sq. in. 











43%, x 24 


SIZE 5 


11.28 sq. in. 








5%, x 2% 


SIZE 6 








13.78 sq. in. 











55%, x 2% 


SIZE 7 





16.53 sq. in. 





SIZE 8 


6% x 3% 


19.53 sq. in. 

















Standard tag sizes and some of the many methods of attach- 
ment: strings, wires and slots. 
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Continuous tags. 


and labels is the Dial Set Printer. The dial set feature offers a quick means of 
making rapid changes in variable data such as part number, code number, 
weight, etc. 

Tag patches and reinforcements. Tags are usually reinforced with metal eye- 
lets or paper patches. 

Tag fasteners. Tags can be attached by various fastening devices which can 
be purchased attached to the tag or separately. The choice of the fastening device 
is important since time often can be saved by using the device which most facili- 
tates the tags being attached rapidly. 


| 


Dial set tag printer for writing variable 
information on tags. 
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VII. PEGBOARD FORMS 


metal groove on the left side in which a lineguide moves. This guide in- 

sures horizontal alignment of the figures entered on the forms. The forms 
are punched to match the metal pegs. A pegboard of this type with pegboard 
punched forms permits writing several related records in one operation. 

Pegboard systems are popular where expensive accounting equipment is not jus- 
tifiable. They are used for many systems applications, such as payroll, where the 
check, earnings record and payroll summary can be written in one operation. Ac- 
counts payable and accounts receivable are some other areas where pegboard sys- 
tems are popular. 

Another type of pegboard has pegs at the top. Holes in the forms are punched 
to correspond to the spacing of the pegs, over which forms are placed and held 
in place for figure accumulation. If the figures are to be totaled horizontally, the 
punched holes must be at right angles to the columns. If the figures are to be 
totaled vertically, the holes must be parallel to the columns. 

To summarize items, forms are spread or shingled in an overlapping manner 
on the pegboard. Like classifications line up in direct relation to each other. Fig- 
ures can be accumulated quickly according to classification. Posting figures is un- 
necessary since the figures from the originating point are used throughout the entire 
procedure. This eliminates the possibility of error in copying figures to another 
sheet. Sales analysis, expense distribution, production control and labor distribution 
are a few of the applications that use pegboards to advantage. 

Pegboard forms may be made as a unit or may be one or more parts of a 
multiple-part unit forms set. Different colors of paper may be used for pegboard 
forms to code different classifications. 


O>= TYPE OF PEGBOARD is usually a smooth, lightweight board with a 


A pegboard 
payroll system. 
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One-piece unit is a pegboard 

and storage binder for pay- 

roll, accounts receivable and 

accounts payable in smaller 
firms. 
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Pre-assembled sets of forms for use without a board. 
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IX. STOCK FORMS 


day. In fact there are stock design forms of some description available for 

practically every type of business system where forms are used. There are 
many suppliers of stock forms who issue catalogs in which are included descrip- 
tions of hundreds of various types of stock forms that can be obtained at stock 
form prices and quantities. 

Practically all businesses, large and small, have use for stock forms to handle 
specific requirements. It is frequently desirable to check the availability of stock 
forms to eliminate the necessity of designing and printing a made-to-order form. 
Stock forms are immediately available and may be more reasonably purchased in 
smaller quantities than made-to-order forms. 

Here are a few of the more popular types of stock forms: 

General purpose forms. There is an endless variety of general purpose stock 
forms for office and home use. They cover a wide range of end uses covering 


functions ranging from reminders of “things to do today” to cautionary shipping 
labels. 


"Tay IS A TREMENDOUS VARIETY of stock forms on the market to- 














Stock form columnar sheets. 
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FORM V662E (FRONT) 


OOOO QO0O00 00 


A stock form ring book sheet with perforations at both ends so that entries always can be 
made on right side of book. 


Columnar sheets are recommended for many purposes. These are ruled sheets 
with blank column headings. Headings may be inserted by hand or typewriter. 
It may prove desirable for some systems to use stock columnar forms but have the 
captions and headings imprinted to suit a particular need. Columnar sheets are 
available in a wide choice of ruling patterns and form sizes and are also available 


in several pleasing-to-the-eye colors of paper stock and rulings. 

Accounting forms. There are various types of accounting stock forms avail- 
able which offer a small or medium sized business a means of equipping them- 
selves with stock forms for a complete accounting system. For example, a stock 
forms manufacturer offers, as a package, 13 stock forms that make up an account- 
ing system which is complete for the most part. Columnar forms, however, are 
also available in the same style as the accounting forms to take care of special 
needs. 

Also available as stock items are a wide range of accounting work sheets and 
analyses sheets. Many types are also available printed on special papers such as 
translucent papers for reproduction purposes. 

Ring book sheets. Ring book sheets are available in all-purpose plain and 
ruled sheets and also for special purposes such as inventory records, journal and 
ledger records, and many others. 

Visible record forms. Stock visible record forms are available for a wide range 
of business functions used both with visible record binders and visible record 
equipment. 

Machine accounting forms. There are stock design forms available for use 
on machine accounting equipment. They are usually printed on the type and grades 
of stock preferred for most machine systems. 

Graph sheets. Stock graph sheets are available for practically every business 
statistics and charting need. One grouping of this type is frequently referred to 
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as “engineering forms” which are used widely by the engineering and related fields 
for charting and graphing. 


Bound book records. There are hundreds of stock forms available in bound 


book style covering a wide range of business systems from milkman’s route books 
to insurance registers. 


Many types of stock forms are available as unit sets interleaved with one-time 
carbon. Some are designed so that they can be imprinted with company names, 


addresses and other information. Even when imprinted they can be purchased 
in small lots 


@ swar-away FORMS 
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Available in the following sizes and parts 


Stock No Size Detached Parts 





44-120 8%" x 7* 2 
44-121 8%" x 7° 3 
44-131 8" x il" 3 
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One of the many types of stock forms available in unit sets. 
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X. MACHINE ACCOUNTING FORMS 


are used in conjunction with all types of bookkeeping and machine ac- 

counting equipment such as marketed by Burroughs, National Cash Register, 
Remington Rand, Underwood, Monroe, Smith-Corona, and others. Many busi- 
ness needs for forms of this type are uniform especially in ledgers and journal 
forms. Yet most of the forms used differ slightly with each business, requiring 
the forms to be made to order. 

The manufacture of these flat forms for accounting and bookkeeping machines 
requires more than the average care on the part of the printer to be certain they 
work satisfactorily on the machine. The size of the forms should not vary and 
printing registration should be near perfect. 

Forms of this type are frequently used in conjunction with a unit set type of 
construction form. For example, a statement form with carbons self-contained may 
have a continuation ledger card inserted for posting on a bookkeeping machine. 


[te FORMS are usually printed on ledger stocks and card stocks. They 





A two-part 
statement 
with saddle- 
back carbon. 
Ledger sheet 
is inserted 
between the 
two-part 
statement 
and entries 
made simul- 
taneously 
by account- 
ing machine. 
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A posting tray for accounting forms. 
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XI. CHECK FORMS 


AFETY PAPER. There are various types of safety papers designed and manu- 
S factured to make obvious the alteration of any writing which has been ap- 

plied to the safety paper. The base paper for safety paper may be a 
sulphite grade sheet or a rag content bond or ledger sheet. This base paper is 
usually made to special specifications for such qualities as absorption and ink 
penetration. 

Most safety papers are made by impregnating colored chemicals cr dyes into 
the paper in a distinct pattern or design in two shades of the same color. The 
designs are in perfect register on both sides of the sheet. The combination of 
the two shades of the same color makes restoration of the color after alteration 
extremely difficult. 

The colored chemical or the dye, which is impregnated into the base paper, only 
penetrates the surface fibres of the paper, leaving the body of the sheet white. 
If any attempt is made to use ink eradicator or other chemicals, or to mechanically 
attempt to erase by use of an eraser or knife, a white spot or stain results to reveal 
the alteration. 

At least one manufacturer of checks offers a paper that has a finish which de- 
velopes the word “void” in indelible or permanent ink when ink eradicator is 
applied. 

The design pattern of safety paper usually shows the brand name or design of 
the manufacturer. Individual or private designs or company trademarks may be 
incorporated into the safety design when a sufficient volume of checks is used. 
The use of the private design offers additional protection against counterfeiting 
since safety paper made with a special design is manufactured and sold only under 
proper authorization. Private designs also have some advertising appeal. 

A different type of safety paper commonly used is referred to as pantographic 
safety paper. One or both sides of bond or ledger paper is printed by letterpress 
or lithography with a repetitive design or other illustrative material in an ink that 
is sensitive to ink eradicators and mechanical erasing. Individual company names, 
trademarks or other private designs may be part of the pantographic printing 
pattern. 

Another type of safety paper is frequently referred to as White Safety Paper. 
In appearance it looks much like an ordinary white bond or ledger stock. This 
type of safety paper is made by the addition of certain chemicals in the paper or 
by surface treatment of the base paper in chemical baths. Attempts to erase writing 
with ordinary ink eradicator or with chemicals produces a stain—usually brown. 
A pantographic tint or design is usually used with this type of paper to provide 
additional protection particularly against mechanical and knife erasures. 

Elements of a check. There are no legal limitations as to form or arrangement 
of copy appearing on a check, but custom indicates that it is desirable that the check 
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Magnetic ink coding on checks can include Continuous punched card checks can be 
consecutive numbering. written on tabulating machines. 


form should have the following elements: 
1. Date. two or more accounts with the same bank.) 
. Company name and address. 8. Check serial number. 
. Payee. 9. Routing symbol. (The American Bank- 
. Drawee (Bank name and address) ers Assn. and The Federal Reserve System 
. Written amount. suggest that this symbol always appear in 
. Figure amount. the upper right hand corner.) 
. Account name. (When company has 10. Signature. 


Checks printed with magnetic Arabic numerals printed in machine language 
are such things as the customer number, American Bankers Assn. number, routing 
symbol and serial number. The numerals and symbols can be read both by man 
and by special purpose machines for automatic sorting and posting. This MICR 
(magnetic ink character recognition) system was adopted by American Bankers 
Assn. after study of various coding methods. 

Each magnetic ink character is individually designed to have a specific magnetic 
signal strength, based on iron oxide in the ink. As the magnetic character passes 
through the sorter-reader, each magnetized character can be measured and the char- 
acter instantly identified. 


Coded information is generally located at the bottom of the check because it 
was discovered that there is less check mutilation along the bottom edge. Though 


Manual of Business Forms 95 





special ink is required, it is relatively inexpensive and the code can be printed at 
the same time the check is printed—all with one inking. Most coded information 
can be printed this way. However, there are now on the market keyboard printers 
designed to print the account and transaction number on checks and deposits at 
the time the transaction is made. 

There are three practical methods of printing magnetic ink characters. Forms 
manufacturers can print magnetic ink at the time forms are printed. Offset 
office duplicating equipment is available that can print magnetic ink characters 
within prescribed tolerances. There are also available keyboard systems machines 
for which variable data can be imprinted as part of the business system. 

The Reader-Sorter is the heart of the magnetic processing system. It combines 
in one unit the reading and sorting of documents into a desired sequence. A bank 
might sort checks received into groups drawn on themselves and on other banks. 
The checks drawn on themselves can then be sorted into numerical sequence, by 
account, for posting. Some banks pick up data read by the sorter-reader on com- 
puters for comparison with account balances stored in the computer, automatically 
updating customers’ accounts and preparing printed statements. 

Other uses for magnetic inks. It is possible that this process and equipment 
can be used for deposit slips, sales slips, purchase orders, admission tickets, etc., 
which lead to mechanized and faster processing with a greater degree of accuracy. 


A machine _ that 
reads magnetic ink 
numbers on checks 
and sorts the checks 
accordingly. 
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XII. DUPLICATING MASTERS 


HEN MULTIPLE COPIES of forms are required, carbon paper is most 

commonly used to produce all copies at one writing. The use of carbon 

paper is usually preferred since it does not require a duplicating process 
as a separate operation. There are many instances where it becomes more practicable 
to produce extra copies on duplicating equipment rather than with carbon paper. A 
point is frequently reached where the limitations of one-time carbon is exceeded. 
The maximum number of legible copies that can be produced from one writing 
may not be sufficient to meet a system’s requirements. It is possible to retain the 
one-writing feature by using a duplicating master or by including a duplicating 
master as part of a multiple-part continuous or unit set form, thereby retaining 
the one-writing feature. 

Numerous factors should be considered before deciding whether to use carbon 
copies or a duplicating master unit that can be reproduced on duplicating equip- 
ment. The cost of the multiple part form, legibility of carbon copies, weight of 
paper required for copies and availability of duplicating equipment are a few of 
the factors to consider when deciding between carbon copies or a duplicating 
process. 

Each system should be analyzed individually to determine whether copies can 
be produced more economically and more satisfactorily by carbon paper or by a 
duplicating process. Duplicating processes are playing an increasingly important 
part in systems work. Anyone concerned with forms and systems should famili- 
arize himself with the various duplicating equipment and processes. 

The spirit hectograph process transfers a negative image from a master di- 
rectly to the run-off sheets. It is frequently called the spirit, liquid or fluid process 
because it requires a special spirit, liquid, or fluid to dissolve hectograph carbon 
on back of the master. This process is efficient up to 300 copies. 

Spirit hectograph masters may be prepared by typing, handwriting or print- 
ing by the letterpress or relief process on the face of the master unit which has 
two parts. Part one is a master paper and part two is a sheet of hectograph carbon 
with the coated side facing the back of the master paper. Since the copy is printed, 
typed or handwritten on the face of the master, it is reproduced in hectograph 
carbon in reverse on the back of the master. 

The master is separated from the carbon and clamped to the duplicating machine 
drum. A printed-through-carbon master has the form outlined on the face in 
printer’s ink and on the reverse side in hectograph ink so that blank paper can 
be used in the duplicating machine to produce copies of both printed and typed 
information. Hectograph spirit masters can be made by Masterfax, Xerox and 
other facsimile copying machines to reproduce office forms, letters, memos, engi- 
neering drawings, etc. 

Variable information can be written with a pencil or writing machine. Masters 
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An example of how rewriting is eliminated by making a duplicating master a part of a forms set. 
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A form as a printed-through hectograph Stencil master for addressing, produced as 
duplicating master. a by-product of forms machine writing. 


can be filed and reused as required. Additional data can be added to a master 
from time to time. 

The master may be kiss-printed on the face only, so that no hectograph carbon 
image is reproduced on the reverse side. Only the typewritten and handwritten 
data filled in on the form will reproduce. It may be one part or several parts of 
a multiple-part form and may be a continuous form. The master can be repro- 
duced in full, or portions can be blocked out or added temporarily or permanently 
with an overlay or variable master so they will not reproduce on selected copies. 
A master also can be a combination, printed-through and kiss-printed. 

A printed-through hectograph master costs a few dollars more per thousand 
than a kiss-printed master, but it will print the completely filled-in form on 
blank paper. If each master in a system were used to run 20 copies, a thousand 
masters would require 20,000 sheets of copy paper. The difference in the cost 
of blank and printed copy paper could be less than the extra cost of preprinted 
masters. 

The Azofax process allows preparing a spirit master in four seconds on a Ther- 
mo-Fax copying machine. Master can then be placed on any fluid duplicator to 
produce up to 50 copies in 30 seconds. Any number of masters can be made 
from each original copy which may be printed, typed, drawn or handwritten as 
long as it absorbs infrared rays. A carbon back-up sheet can be used to produce 
a good master of writing which might not otherwise absorb sufficient heat rays. 

Most spirit hectograph duplicators are equipped with a fibre or metal blockout 
medium that can be inserted on the rotating drum. This medium can be cut or 
shaped to blockout those portions of the master which are not to reproduce on 
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selected run-off copies. Information may be blocked out on the run-off copies by 
preprinting an obliterating design directly on the run-off copies into which the 
unwanted information is buried. Information also can be blocked by the use of 
Scotch tape on the back of the master covering those portions to be omitted. 

Copies may be reproduced in several colors in one operation. Copies may be 
made on a wide range of paper or card stock weights and on various color stocks. 

Hectograph coated typewriter ribbons. An IBM Hectowriter attachment 
makes it possible to prepare hecto masters by using a hecto-coated ribbon in- 
stead of hecto carbon paper. The ribbon passes between the master paper and the 
platen. 

The Azograph process also mechanically like the spirit hectograph or liquid 
process transfers a negative image from a master directly to the run-off sheets. This 
process basically employs an aniline dye technique but, because the color-forming 
compounds within the coating on the master are chemically separated, handling is 
clean. These two compounds cannot unite to form the image color on the run-off 
sheets until a third element, a reactant in the fluid within the duplicator, is intro- 
duced. It is, therefore, possible to handle the Azograph masters and processed 
run-off sheets and not get hands stained. The process is efficient up to about 75 
copies. 

Most of the features and constructions available with the spirit hectograph 
process for handling of variable information and blockouts are also available with 
the Azograph duplicating process. 


The stencil process (mimeograph) is stencil in principle. The master is a 
tissue sheet with a special coating. When the stencil is typed, handwritten or 
drawn, the coating is pushed aside and the base tissue exposed. A stencil may be 
checked by holding it up to the light. If the light comes through and the openings 
are clear, run-off copies will be good. Quality of stencils vary greatly and the best 
quality can run up to several thousand copies. The stencil duplicator is occasionally 
used as part of a business system but more frequently is used as part of a general 
office duplicating operation. It is not generally efficient where less than ten copies 
are required. Here are a few features possible with the stencil type of duplicating 
process: 

Stencils may be letterpress printed (die impressed), typed, or handdrawn with a 
stylus, may contain rules, headings and symbols and may be used to run off small 
lots of office forms. Variable information may be typed on a die-impressed stencil 
and the duplicated copies will contain the impressed image as well as the typed 
copy. 

Corrections may be made with a special correction fluid applied over the error, 
allowed to dry and then retyped. Masters may be filed and reused. 

Blocking out information can be accomplished by several methods. The part to 
be deleted can be temporarily blocked out by placing a strip of a lightweight paper 
over the section to be blocked out. Copy can be permanently blocked out by using 
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strips of gummed paper. After the required number of copies of the complete 
stencil are run, the gummed strip is moistened and fastened to that part of the 
stencil to be deleted. 


A jacket may be placed over the copy paper or over the stencil so that the copy 
paper will receive only the image through the window of the jacket. Information 
may be eliminated by having the copy paper shorter or narrower so the copy paper 
does not come in contact with the full coverage’ of the stencil. Information not to 
be seen may be overprinted on a maze or solid area on the copy paper so that 
particular section will not be apparent. 


The offset process is lithographic in principle. The duplicator applies printing 
ink to the ink-receptive images on the master. This copy or image may be pre- 
printed, typed or written on the master. The duplicating ink applied to the image 
on the master is transferred to a rubber blanket and from the rubber blanket to 
the duplicated sheets. The number of sheets run from an offset master is limited 
by wearing away of the master. Depending upon the type and quality of master, 
quantity of printed sheets may be 50 to several thousand. The plate or master may 
be preserved for re-runs. 

Offset masters used in most office duplicating equipment are paper-like and 
available in many different styles. Image or copy areas may be typed, handwritten 
or printed on the master. Image or copy areas also may be transferred by photo- 
graphic means to the master from a film or paper negative. Masters may contain 
rules, headings and symbols for any routine office form, and may be used to run 
off small lots of office forms. Here are a few features and constructions possible 
with offset duplicating masters when used as part of a business system: 


Variable information can be written with a grease-base pencil, or a writing 
machine with a grease-base ribbon. In the duplicating operation, the preprinted 
copy plus the variable copy is reproduced. Corrections can be made by erasing and 
rewriting. Few or many copies can be permanently reproduced in black or colored 
ink on a wide variety of sizes and weights of paper stock. Masters may be filed and 
reused. When reused, changes can be made or new information added, The master 


Offset plates and preprinted carbons in sets (at left) and continuous offset plates (at 
right) for preparing on data printers. 
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may be one part of a multiple part form, part of a unit set or in a continuous 
Teletype or tabulating form. 

All or part of the information on an offset master can be reproduced directly 
onto one or more additional masters. Offset paper masters of office forms, letters, 
memos, engineering drawings, etc., may be made by Xerox, Ektalith, Ozalith, 
Thermo-Fax and other copying equipment. Copies of all or part of the informa- 
tion can be reproduced on various sizes or weights of paper or cards. 

Information may be deleted from certain copies by feeding paper stock of 
smaller dimensions (shorter or narrower) than the image on the master. If infor- 
mation area to be deleted is at top of master, master may be positioned upside 
down on machine to delete this information when shorter stock is fed through 
machine. Obliterating designs may be preprinted on run-off paper to block out 
information on duplicated copies omitting confidential information such as prices 
from packing lists, credit information from invoices, etc. Perforated run-off paper 
may be used to delete information from the sides, top, or bottom by removing the 
perforated section after the copy is duplicated. In some instances the perforated 
stub is used as a record. 

A sheet of paper die-cut to cover an area of a form (friskit), can be used to 
delete information. A cut ink roller can be used on some offset equipment to ac- 
compish deletions. 

Information may be added to the master by use of a master overlay. The master 
overlay may bear its own preprinted form in either reproducing or non-reproduc- 
ing ink. It may be positioned on the head, trailing or both ends of the master and 
can be also used along the side of the master. 

The whiteprint or diazo process is a light-sensitive process utilizing translu- 
cent paper, film or parchment masters and light-sensitive reproduction paper. A 
translucent master, on which may be printed and/or written an image, is placed 
in contact with the light-sensitive paper and exposed to ulta-violet light which 
burns off the coating on the light-sensitive paper where it is not blocked by printed 
or written copy on the master. The copy areas are then developed as fixed dyc 
images in ammonia vapor or a liquid alkali solution. Copies are delivered dry and 
ready for use. The whiteprint process is generally used for short runs (up to 20 
copies). 

Whiteprint masters or original copy is merely a translucent sheet on which the 
form can be hand drawn or printed by either the offset or letterpress processes. 
Here are a few features available with the whiteprint process when used as part 
of a business system: 


The copy on the master may be printed, typed or handwritten. From this trans- 
lucent master may be produced as many copies as desired. Variable data or process- 
ing information can be continuously or progressively added. Master copies are 
easy to file, for re-run, in ordinary letter or card files. Copy paper is available in 
a wide range of colors and line combinations for departmental or functional color 
coding. Base papers are available in light, regular and heavy weights, card and tag 
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weight stocks. Some of the color combinations available are: black on green, black 
on blue, black on white, red on white, blue on yellow, blue on white, black on 
pink. 

Double coated sensitized sheets are available which make it possible to run off 
copies with copy on both sides of the sheet. 


It is possible to create additional masters from the original master as needed. 
These additional whiteprint masters are called ‘intermediates’ and are generally 
used to preserve the constant information on the original master and allow addi- 
tions or changes on the intermediate. For example, should you want to include this 
year’s figures, etc., on next year’s report: 

1. Type current information on a sheet of translucent paper. 

2. At year’s end, place this on a sheet of translucent (intermediate) paper and 
process. 

The sensitized copy paper may be pre-printed to obtain two-color effects. For 
example, a graph grid pattern may be printed on the sensitized side of copy paper 
in black ink. If the base line of the copy paper is blue, when the master is placed 
on the sensitized paper and processed, it will produce a blue line graph against 
a black grid pattern. Sensitized paper also may be imprinted for title purposes or 
for variations of copy information from form to form. 

Translucent masters may be one or more parts of a multiple-part forms set; may 
be part of a unit set, a continuous form, or part of a padded set. A whiteprint 
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offset plates. pleted form on a diazo contact printer. 
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master may be one or more of the run-off sheets from an offset duplicator. 

Unwanted information can be deleted by erasing from the master or by cutting- 
out the portion no longer required. Unwanted information is cut from original or 
intermediate copy before printing. The easiest method of deleting information from 
master to copy is through selective printing of only the desired areas on the 
master. The elements needed to accomplish selective printing are proper form de- 
sign and pre-cut paper to reproduce only those areas desired. 

Where it is desired that certain portions of the master should not be reproduced, 
these areas can be printed or processed in non-reproducible blue inks or pencils. 
Since the exposure in the whiteprint process is by ultra-violet light, printed or 
written light blue, transparent images will not reproduce from the master to the 
copy. Non-reproducible printing inks, stamp pad inks, writing inks and pencils 
are available. 

Information may be added to a master or forms may be combined by the use 
of a clear overlay on which the information to be added is drawn, typed or printed. 
Information may be added by taping two forms together with transparent tape and 
then reproducing the two forms on one piece of copy paper. 


Corrections on the original master can be made by ordinary erasures. If a cor- 
rection is needed and erasure will not suffice, the area needing correction can be 
cut from the master and the correct copy can be placed and held in the area with 
transparent tape. Editing of material can be accomplished in the same manner. 
Words, sentences or paragraphs can be cut out and replaced with corrected copy or 
omitted entirely. Intermediate masters, either paper or foil, may be corrected with 
correction fluids in a manner similar to ink impression eradication. The correction 
fluid removes the image and the correction then can be made in this area. 


Blocking out information can be accomplished as a one-step operation where 
the appearance of large solid color block-out spots on the copy are not objection- 
able, or as a two-step operation where white areas are preferred. Both methods de- 
pend upon the use of an opaque mask over the original master during the exposure 
step. 

In the one-step process, a clear foil mask is prepared with an opaque area 
where the block-out is desired. The foil mask is placed over the master during the 
copying process. The opaque areas prevent the removal of the sensitized coating 
on the copy paper and appear when developed as a solid color in that area. 

In the two-step process, where white or unprinted areas are preferred, the master 
and copy paper are first processed through the light exposure only. The copy 
paper is then re-exposed to the light with an opaque paper mask covering those 
areas to be retained. The copy is then developed. All unwanted information is 
blocked-out and those areas appear as white, unprinted areas on the finished 
copies. 


Systems master and copy papers are available for use with photocopiers and 
heat-transfer copying machines, such as Thermo-Fax, to produce short runs of up to 
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about 20 copies. The original and master paper are run through the copying ma- 
chine, then the master is used to produce multiple copies on the same machine. 
The sensitized copy paper comes in different colors for coding purposes. The 
original may have copy on one or both sides of the sheet. Master paper can be 
preprinted with forms headings and ruling, and it can be typed or written on to 
produce copies with the added information. 


Systems master and copy 
papers for use with copying 
machines. 
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XIII. MARGINAL PUNCHED CARDS 


from 11/,” x 21/,” up to 8” x 101/.”. Some cards have one or two rows of 

1” diameter holes (4 to the inch and 5 to the inch) parallel to the four 
sides of the card. Others have elliptical holes spaced six to the inch. The holes 
along the four sides of the cards leave most of the card area on both sides for 
printing, writing or typing data. One corner of the card is cut diagonally so that 
it is quickly apparent if all cards are right-side up and facing the same way before 
sorting. 

In designing a punched card form, designations or meanings are assigned to in- 
dividual holes or to a combination of holes. A particular classification or code is 
identified or punched into the card by clipping or punching away that part of the 
card between the hole and the edge of the card to make a notch. One notch or a 
combination of notches provides the desired classification for sorting. An almost 
unlimited number of sorting classifications and codes can be slotted along four 
edges of the card. Cards are only coded and slotted for sorting. Variable informa- 
tion such as amounts, dates, withdrawals, etc., can be entered on the card but need 
not be punched into the card. 

To sort cards for any classification, a sorting needle resembling a knitting needle 
is used. It is inserted in a given hole through a group of cards and lifted. The 
cards on which that hole has been slotted will drop from the group. This sorting 
operation separates the cards punched to form a slot in a particular position from 
those cards not slotted in that particular position. The cards that drop after each 
sorting operation provide a file containing the desired classification or a combina- 
tion of classifications. By combining a succession of sorting operations it is possible 
to arrange a file in numerical or alphabetical order. 


Ni SORTED PUNCHED CARDS are made in various sizes ranging 





5 4 


e@ @eeeeoeeeoe eee2eeoede 
i. 2 a Fe a ? = Ss 
nee 


117 7 4 2 1 ‘ 
a rw ss s wis w 17 it isi 


aT Target date _ . f - 


| 
“ xUTO wECCeAS 
Date assigned rasoT Z@TSOON 





n 


rs wheal CO) ® oan 
ss 4 TURP LURPO AVOR SPIGHOP ‘2 GUROT vinw 
e~ Follow-up Date(c) 
_ a 
- 
@ <P | </ 1. Procedural Survey . MidliterStuning REMARKS 


| 2. Internal Reviews Fiscal Studies 
¢ nm 3. Major Projects Forms & Reports 
pt | 4 Inspection Reports 14. Beneficial Suggestions 
- $.Receipt Studies . Budget 
6. Issue Studies ‘ Statistics 
oa 7.Materials Handling Studies 

R| 8.Space Management 
- 9.Fecilities & Equipment 


j —_ = it 
~B) PROJECT NO. c/||\-@ 
oe i 
ae ! SF ane. oe % , 23s = VCeewe © eC Ake 2 ae Ue Se | ee 
| | 
eeeeoee@ eceoceeceeceeeeeeeeecee e 


A marginal punched card, for needle sorting, can be part of a forms set. Card shown is 
unnotched. 
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A five-part marginal punched card set used for stock control. 


The cards can be notched with a hand punch, a key punch, or a grooving 
machine. A Keysort keyboard punching machine is available for manual or electri- 
cal operation and punches only the outer edge of a single row of holes. There is 
also a grooving machine which can punch approximately 200 cards simultaneously 
in one position. The machines save time when large numbers of cards are to be 
punched in one or more coding positions. 

To speed sorting where there is a large quantity of cards, a Keysort Selector 
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This personnel record form is a marginal punched card. 
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can be used. This makes a selective sort along an entire edge of approximately 200 
cards at a time. 


There are numerous applications of hand punched cards in business and in- 
dustry. You will find them being used in payroll preparation and labor distribu- 
tion, check reconciliation, indexing, patent classification, production control, in- 
ventory records, personnel records and many others. A needle sort card may be 
one or more parts of multiple part form. 


Personnel classification. A company wishes to select candidates from among its 
own employees for a position in another branch. The ideal for the job is a man 
forty years of age with a college education, married and with a family. It would 
be desirable that he speak Spanish since he will handle a certain amount of 
Spanish correspondence. All this information should appear on his personnel 
record card. To get together the cards of employees who qualify might ordinarily 
be a problem, but with a card into which is punched this type of personnel data, 
it is possible to quickly sort out the qualifications. If only one employee has all the 
desired qualifications his card alone will sort out. 


Scientific literature reference. Storing and retrieving information are always 
problems in scientific literature for two reasons. One is the tremendous volume of 
material and the other is finding what is wanted. Most references contain multiple 
subjects, and finding information requires some type of cross-indexing. 


Needle sort cards allow cross-referencing all codes and subjects on one card. 
It is not necessary to develop detailed classification systems in advance. Classifica- 
tions can be introduced while the system is in use. 
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From top to bottom: hundreds, tens, and 
units notched in a marginal punched card. 
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XIV. ONE-TIME CARBON UNIT SETS 


part forms interleaved with one-time carbon paper with a carbon extraction 

feature. The carbon is attached to a perforated stub and usually 1/,” short 
at the end opposite the stub. Carbon and stub are separated quickly and conven- 
iently from the form with a snap operation. A complete set of forms has any 
number of copies and carbons held together in a single unit by the pasted stub. 
The one-time carbons are removed by a snap of the stub and the carbons need not 
be handled. This type of form is manufactured under various manufacturers’ brand 
or trade names. 

The design of such a form allows a maximum of flexibility that permits practi- 
cally an unlimited number of special features to be incorporated into the form. 
For example, it may contain from 2 to 20 parts in any practical size. It may have 
such features as varying lengths and widths of parts and carbons, various colors 
and weights of papers, interior perforations, cut-out carbons, spot carbons, block- 
out patterns and practically any paper stock may be used. These versatile forms 
may be handwritten or machine written and they may be imprinted on addressing 
machines, and some types of duplicating equipment. 

When printed on rotary presses, all parts are usually printed from separate rolls 
of paper, therefore every part of a set may be on a different weight or grade of 
paper. All parts, except those with a double stub, are open at the end opposite the 
stub. Following are some of the constructions possible, and indicate the extent of 
versatility and flexibility of this type of form. 

Top stub is the most popular construction. Ideal for inserting in typewriter. 
Easy to handle for both hand and machine writing. 

Bottom stub is convenient for correcting while in the typewriter. Ideal for 
inserting in front-feed typewriters. Stub provides easy grasp for forms bound in 
books. 

Left or right side stubs are easier to snap apart because of less linear dimen- 
sion along stub perforation. Works best on flat-bed machines such as Elliott Fisher 
and Addressograph. Provides some rigidity to set when entire set or a section of 
set is filed vertically. Not generally recommended for use with round platen ma- 
chines. Left side stub is better for handwritten forms. 

Unit sets are usually delivered as individual sets for machine or handwritten 
Operations, but they can be made in a continuous style. Individual sets can be 
bound into salesbook covers or used with holders for handwritten applications. 

Double stub sets can be separated into two units, after first writing, for sub- 
sequent writings. Double stubs may be at left and right side, or top and bottom. 

Continuous unit sets allow utilizing many of the construction and design fea- 
tures of unit sets and gain some advantages of continuous forms. Usually only one 
part of this type of form is used to link the forms together whereas all parts are 


O NE-TIME CARBON UNIT SETS, popular and widely used, are multiple- 
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Left-side stub. Bottom stub. Top stub. Right-side stub. 
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linked together in most continuous forms. 

Semi-continuous forms in small sizes offer some advantages of continuous 
forms. 

Slotted punching allows insertion in and removal from post binders. 

Any part may be easily extracted as desired, leaving the rest of the set intact. 

One-part supplements with attached carbons are available when extra copies 
of a set are required. As many as four or five supplements can be added behind 
the basic set or inserted in the basic set. 

A set may be separated into sections and the sections will remain intact for 
additional insertions of data through special construction of the main stub or by 
the use of double stubs. 

Combining related forms is readily permitted for a single typing operation be- 
cause of the flexibility of forms constructions. 

Duplicating masters for such processes as offset, hectograph or whiteprint 
may be part of the set: 

1. Offset. One or more parts of unit set can be an offset master for reproduc- 
tion on offset duplicating equipment. 

2. Hectograph. Unit sets can contain hectograph masters for duplicating on 
spirit process hectograph duplicators. 

3. Whiteprint. One or more parts of a unit set can be a translucent master 
for reproduction on translucent master reproducing equipment. 

Tabulating cards can be one part of a unit set. The tab card can be pre- 
punched with serial numbers and other data. 

Unit sets with reusable one-time carbon. Made with regular unit set con- 
struction, except that all sheets are not interleaved with one-time carbon. The set 
can be made up of two three-part sets of the same form. One three-part set can 
be extracted, but the carbon remains intact for the second writing. After the second 
writing, the form is snapped apart. This same kind of construction is being used 
by some manufacturers for extra copy unit sets which are made up of one-copy, 
two-copy, and three-copy styles. 

Blockout patterns permit some data to appear on all parts and additional 
information to appear on same parts without varying the lengths or widths of parts 
and without the use of die-cut carbons. Information not to appear on any par- 
ticular part is buried in a maze pattern that makes it difficult or impossible to be 
read. 


110 Manual of Business Forms 

















Carbon spots. Strip coated carbons. 


Carbon spots may be printed in predetermined spots on either the parts of the 
form or on carbon kraft tissue as a means of eliminating data on certain parts of 
the form. The spot-carbonized area may be any shape or size running at any angle 
to the stub. 

Strip coated carbons. For unit set forms, strip coated carbons may vary in 
width but the strips must run the full width of the form parallel to the stub. For 
continuous forms, the carbon coating must run the full vertical length. 

Strip carbon coating on back of form. The back of the form can be coated 
similar to the strip coated carbons. Carbon coating stays permanently on the back 
of the form. This may create a problem in filing or if it is handled extensively. 

Die-cut carbons allow an area of practically any shape to be cut out of the 
carbon. Many hand operations and costly manufacturing operations are required 
to manufacture and assemble forms containing die-cut carbons. Therefore use only 
when some other carbon feature will not do what is required. Spot carbons are 
equally effective, usually less expensive, and achieve the same result. 

Stub perforation position may vary from part to part to provide a means of 
eliminating unwanted information from certain copies. 









































Varying widths of parts and carbons. Varying lengths of parts and carbons. 
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Varnish spots, like carbon spots, can be printed in predetermined locations on 
the carbon tissue, which makes that spot on the carbon paper non-reproducing. 
The varnish area may be any shape or size, running at any angle to the stub. 

NCR blockouts. One of the conveniences of NCR (no carbon required) unit 
sets is that information can be easily blocked out within a set by overprinting a 
specially prepared white transparent ink in selected areas. This prevents the chemi- 
cal action from taking place in these areas. Ballpen or typed entries may he written 
in the blank blocked-out areas after the parts are separated (see Chapter IV). 

ADVANTAGES OF UNIT SETS 

The principal advantage is the saving of time. The sequence of operations on 
page 113 indicates the steps repeatedly required to type a simple, multiple-part, cut 
form as compared to a unit set type of form. . 

Any job operation whether it is the manufacture of an article or the typing of 
a business form consists of three phases: (1) Makeready; (2) Do; (3) Put away. 
In typing a form, the actual typing is the only “do” or productive operation. The 
hand assembling of forms and carbons is unproductive time and labor. 

It is quickly apparent that the advantage of using a unit set form is that it re- 
duces time in both the makeready and put-away operations, therefore releasing 


STUB PEK ‘ORATION 


Some of the elements of a unit set. 
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COMPARISON OF OPERATIONS 





UNIT SET SIMPLE CUT FORM 
(No interleaved carbon) 
. Pick up form and insert in typewriter. i 
. Roll to first writing line. . Pick up forms 

. Type. . Pick up carbons 

. Roll from typewriter. . Interleave carbon 

. Snap apart. . Jog into alignment 

. Insert into typewriter 

. Roll to first writing line 
. Type 

. Roll from typewriter 

. Remove carbon 








* Makeready operations (non-productive). 
** Productive operations. 
*** Put-away operations (non-productive). 


more time for productive work. It would be impossible to justify the use of a 
unit set form over a simple cut form on the basis of the cost of the forms them- 
selves. It is not unusual for a unit set form to exceed the cost of a comparable 
cut form by two, three and frequently four times depending upon the quantity 
printed. The greater the quantity, the smaller the differential in cost. The unit set’s 
primary purpose is its saving of unproductive time and its flexibility of construc- 
tion which frequently permits the combined preparation of two or more forms pre- 
viously prepared separately. The amount of time that can be saved is illustrated 
by the page 114 stop watch study of unproductive labor time, using loose forms 
and loose carbons as compared to the unproductive time of a unit set form. 

A summary of the principal advantages and features of unit sets: 

1. Unit sets are made from separate rolls of paper; therefore can have all parts 
in the set on different weights and grades of paper. 

. Save handling time and reduce non-productive time. 

. Convenient and clean to handle. 

. Particularly ideal to travel as a unit for later checking, handling and later entry. 
. May be handwritten, machine written, or both. 

6. Suitable for intermittent as well as regular work. For example, peak loads 
can be taken care of by using any available typewriter since unit sets require no 
special attachment on the typewriter. 

7. Any part may be easily extracted as desired leaving the remainder of the 
set intact. 

8. Can be used on most printing accounting machines. 

9. Parts can be printed in different colored inks. 

10. May be used on any typewriter up to its limitations to reproduce carbon 
copies. No special typewriter attachments required. 
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NUMBER LOOSE FORMS & 
N 

OF PARTS LOOSE CARBONS UNIT SET 
Wasted seconds per form | Wasted seconds per form Savings per 
in Non-Productive time. | in Non-Productive time. form in Non- 
(Insert carbon between | (Insert in typewriter, locate Productive 
sheets, jog into alignment, | first writing line, remove time. 
insert form into typewriter, | form and snap apart.) 
find first writing line, 
remove form and take out 
carbon.) 


14 seconds 5.52 seconds 8.48 seconds 
6 ig % +3 7 * 
32 ; ; 26.48 " 
4! se : 35.48 " 
50 ; ; : 44.48 " 
57.5 4 n 51.98 
67.5 " wi rs 61.98 " 
76.5 " 4 ; 70.98 =" 
85 Ea i 79.48 " 
J) al 88.18 i 
102.5 ° 96.98 














USING LOOSE FORMS AND LOOSE CARBONS, THE CALCULATED COST OF 
NON-PRODUCTIVE LABOR PER THOUSAND FORMS (40-HOUR WEEK) 


$50 a Wee $55 a Week $70 a Wee $80 a Week 
— i eden ete . $6.82. . $7.56 
. 2&2. a .. 10.94. . 12.50 
11.12 eC — .. 17.60 
Oe... 15.65 19.92 22.80 
mee 19.09 . . 24.32 27.78 
.. 19.96 21.93 27.92 31.90 
. .23.44 25.66 32.80 37.48 
.26.56. . ; 29.19 37.16 42.46 
29.50 : 32.44 ..41.30 47.20 
.32.54. Ts °. 45.56 ; 52.08 
35.58 ic nee 49.78 56.90 





USING UNIT SETS, THE CALCULATED COST OF 
NON-PRODUCTIVE LABOR PER THOUSAND FORMS (40-HOUR WEEK) 


$50 a Week $55 a Week $70 a Week $80 a Week 
For All Parts $1.90 $2.09 $2.66 $3.04 





SAVINGS THAT CAN BE THEORETICALLY EFFECTED BY USING A 4-PART FORM 





WEEKLY SALARY $50 $55 $70 $80 





Cost of Non-productive Time 
Using Loose Forms & Carbons $11.12 $12.13 $15.54 $17.60 





Cost of Non-productive Time 
Using Unit Sets $1.90 $2.09 $2.66 $3.04 





NET SAVING $9.22 $10.04 $12.88 $14.56 
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11. One-part supplements with attached carbons are available when extra copies 
of form are required. 

12. Special types of paper may be specified such as safety paper, translucent 
paper for diazo reproduction, lightweight card stocks, etc. 

13. Duplicating masters for offset, hectograph or whiteprint may be part of 
the set. 

14. Various grades, types and colors of carbons may be specified. 

15. The set may be separated in sections which will remain intact as a unit for 
additional insertions of data. 

16. Flexibility of construction frequently permits the combined preparation of 
two or more forms previously prepared separately. 

17. Several features are available which offer means of having selective informa- 
tion appear on some parts, but not on other parts. 

18. They generally cost ten to 30% less than carbon-interleaved continuous 
forms. 


Numbering units sets. Unit sets may be consecutively numbered by any of the 
following methods: 

1. Have all parts in the set or only certain parts in the set consecutively num- 
bered at the time the forms are being printed. 

2. Number the forms at the same time the form is being filled out by the same 
process that is used to fill out the form. 


3. Consecutive numbers may be marked on the forms by means of an auto- 
matic numbering perforator or by means of a numbering machine capable of mak- 
ing an impression through carbon copies. 


Hand numbering machine designed to print 
Numbering or dating perforator, on carbon copies, 
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Unit sets of carbon paper and onionskin are 
made for use with a printed letterhead to 
produce carbon copies of letters. 


Other types of unit sets. The most common construction of unit sets has the 
carbons pasted into the perforated stub so that carbons are separated from the set 
when the set is snapped apart. There are available, however, other types of con- 
structions or variations which also might be considered unit sets. A few of these 
are constructed as follows: 

Fanfold unit sets are printed on a wide roll of paper and accordion folded into 
the various parts. The stub is perforated and carbons are shorter, as in regular 
unit sets. Because of this method of manufacture, all parts of the set must be the 
same weight and grade of paper. It has a perforated stub to which the carbons 
are attached and it snaps apart in a similar manner to the regular unit set. The 
principal advantage over the regular type of unit set construction is that fanfold 
sets can be purchased for approximately 15% less than the regular type of con- 
struction provided the physical construction and quantity required lends itself to 
fanfold production. 

Disadvantages are that various weights and grades of paper cannot be specified 
and the wide range of construction features available with the standard con- 
struction are not all possible. 

Corner-snap unit sets have the upper left corner of the set perforated diag- 
onally. A metal staple holds the set together and there is no stub. The lower 
right corner of the carbon paper is cut off. The form is separated by holding the 
upper left corner and pulling the right corner. 

Principal disadvantage is that the parts are not held firmly together and registra- 
tion from part to part is apt to be poor. 

Thumb-notch sets have a die-cut notch in the botton center of the form where 
the carbon can be grasped for extraction. Usually there is a perforated stub in this 
construction, but the carbon is loose. 

Fold-over forms. Individual sheets of paper may be folded into a variety of 
duplicate, triplicate, and quadruplicate sets. These forms may be scored or per- 
forated for ease of holding and separation. This type of form offers the advantage 
of a unit like construction. These forms can be supplied with carbon inserted but 
usually carbon paper is inserted by hand. 
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XV. CONTINUOUS FORMS 


ONTINUOUS FORMS are single or multiple-part sets of forms manu- 

factured and printed in strips from rolls of paper on special rotary presses 

by specialized forms printers, Forms are delivered to the user in an unbroken 
or continuous series in a flat-folded style. The principal reason for the develop- 
ment and use of continuous forms is to eliminate or reduce non-productive time 
resulting from the handling of loose forms and loose carbon paper. 

Continuous forms utilize a principle that has been recognized and applied in 
many manufacturing industries. It is the important manufacturing principle of 
automatic feed that results in a continuous flow of work. Time studies have proved 
that continuous forms can be written faster than any other type of business form. 


HEADING AREA 


4) 
INTERLEAVED CARBON 
(Marginaliy Punched) 


Some of the elements of a continuous form. 
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Complications in printing, not encountered in the printing of single sheets, 
makes the production process infinitely more complex. The accuracy of composi- 
tion alone far exceeds that of normal printing since the various parts when col- 
lated must all match exactly and register perfectly. Tabulating forms are normally 
used on closely designed equipment and tolerances are at a precise minimum. 

The automatic feed principle is incorporated into continuous forms by printing 
them in continuous strips—one form after another. Continuous forms can be sup- 
plied interleaved with one-time carbon or the carbon paper can be retained by 
and fed from the machine on which the forms are written. 

A variety of mechanical attachments are available for typewriters and other 
forms-writing machines to mechanize, control and speed the typing of continu- 
ous forms. These include: 

1. A sprocket feeding device for controlling register of marginally punched 
continuous forms on business machines. 

2. A vertical spacer and linefinder that advances forms automatically to next 
typing line and eliminates need for line-by-line platen spacing. 

3. Several types of mechanisms can be built into, or attached to, a typewriter or 
other forms-writing machines to hold the carbon in place while a completed set 
of forms is drawn out and removed. Removing one set of forms automatically 
brings the next set into position with the carbon in place ready for typing. 


METHODS OF HANDLING CARBON PAPER 
FOR CONTINUOUS FORMS 


Floating reusable carbons are available in a variety of constructions to fit the 
requirements of almost any continuous forms-writer or typewriter. Carbons come 
in sets of the number of carbons necessary to load the forms-writing machine. A 
five-part form, for example, would require a four-part set of floating carbon. 

Carbon packs are one type of floating carbon. The pack operates similarly to 
single sheets of carbon paper in that it rolls forward with the forms as they are 
typed. When the form is completed, an aligning bar stops the carbon pack in the 
machine while the forms are pulled out. The same set of carbons are used over 
and over until worn out. 


An inked ribbon attachment. A forms register. 
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Roll carbon or continuous strips of carbon paper in a roll are fed transversely 
across and between the parts of the multiple-part form. Winding the carbon on 
one side of machine brings fresh carbon between parts of the form. 

Inked ribbon attachments hold inked ribbons in position between the parts 
of a form. As each set of forms is completed, rolled forward and torn off, the 
ribbons remain in position for use on the next set of forms. Produces up to three 
or four satisfactory copies plus original. 


EQUIPMENT USING CONTINUOUS FORMS 


Tabulators use forms ranging in size from 43/4” wide by 1” deep to 19” x 28”. 
Frequently they are custom-made for a particular job, but there is an endless variety 
of stock forms conveniently cataloged by every major supplier. The most common 
sizes of tabulating forms are: 


DEPTHS* WIDTHS WIDTHS 
31/2" 45/16" 11” 
3 2/3” 5 3/4" 11 3/4” 
51/2” 61/2” 12 27/32" 
7 3 13 5/8” 
1/3” 8 1/2” 147/8” 
81/2” 97/8" 16” 
11” 10 5/8” 16 3/4” 
14” 17 25/32” 
sed 


*Any even division of the following common cylinder circumferences: 17”, 22”, 24”, 28”. 


The teletypewriter is used to transmit and receive messages, including tele- 
grams and news dispatches. In recent years the teletypewriter has been used in- 
creasingly in integrated data processing with continuous, marginally punched 
forms. The maximum form width is 81/,”, but the forms can be any length. 

Forms and systems using the teletypewriter are many and varied. Invoices, ship- 
ping orders, purchase requisitions, purchase orders, biils of lading, and combined 
order-invoice-shipping systems are popular systems making use of the teletype- 
writer as part of a one-writing integrated data processing system. 

Addressograph. There are several models of Addressograph machines which 
use continuous forms in various sizes for mechanically handling such things as 
personalized mailings in volume, imprints of individual names, addresses, and 
facsimile ink signatures in a continuous operation. 

Registers for handwritten continuous forms. Continuous forms are used on 
registers that are manually or electrically operated. Handwritten continuous forms 
in registers offer many of the time-saving advantages common to all continuous 
forms. 
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An autographic register. A register that feeds cards, too. 


The register is a fast and clean method of handwriting copies up to four parts 
on a portable solid surface. It is particularly convenient where it is necessary to 
move from station to station. It is also convenient when it is desirable to lock up 
a copy for accounting purposes. A copy of each completed set can be locked up in 
a compartment of the register. There is complete line of registers ranging from 
small, easily carried models to deluxe machines with cash drawers. 

Sets of forms are easily and quickly brought into writing position by a manual 
lever or electrically driven mechanism which also ejects forms after they are written 
In one type of register, reusable carbon paper in rolls is housed in a side compart- 
ment and feeds across the continuous web of forms. Many sets of forms may be 
written on the same portion of carbon, When that portion of the carbon roll is 
worn out, it can be pulled across the machine and torn off. Another type of register 
uses a pack of flat carbon sheets. 

Many constructions available in continuous forms are available for use with 
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An example of one 
style of register 
form. 


ORIGINAL 
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CUSTOMER'S 
INVOKE 


CARBON INTERLEAVED 


Duplicating masters as part of a set. (This 
Tongue for manual carbon extraction. illustrates a diazo master.) 


registers. Some available construction features are: 
1. Forms may have long and short sheets in the same set. 
Forms may have wide and narrow sheets in the same set. 
Sets of forms may contain either light or heavy papers, or both. 
Form design may run with the register or across the register. 
Parts may have interior perforations. 


WITHHOLDING DATA ON CONTINUOUS FORMS 


Many of the features used for blocking out data on unit set forms (Chapter XIV) 
can be used with continuous forms, such as block-out patterns, carbon spots, die-cut 
carbons, carbons of varying widths, and varnish spots. Strip-coated carbons and 
strip coating on back of the form can be used, but strips must run the full dimen- 
sion of the form parallel to marginal punchings. Perforation position may vary 
from part to part to eliminate information on certain copies. Various widths of 
parts and carbons may be collated in a set for continuous strip forms. Fanfold 
forms can be manufactured and folded in varying widths. 

Following are some of the constructions possible with continuous forms: 

Duplicating masters for the offset, hectograph, and whiteprint (diazo) processes 
may be used singly or as part of a set. 

A round, V-shape, or triangular tongue may be incorporated for manual car- 
bon extraction. The carbon tongue may be positioned at the top or bottom of 
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the form or at any point along the cross perforation. 

All or any selected parts may be punched for filing in a binder. A set may be 
separated in sections and the sections will remain intact, for additional insertions 
of data, by using any of a variety of fastening devices. 


FASTENING METHODS 

Frequently it is necessary to have various parts of a set fastened to help maintain 
feed control of the form through the machine and to hold sections together for 
later entry. Fastenings are generally accomplished by gluing, crimping, stapling 
or sewing. Fastenings may be used in connection with a short-width carbon on 
the opposite side of the fastening device to provide a carbon extraction feature. 

Corner stapling holds both paper and carbons together. Carbons are die-cut 
in the corner diagonally opposite the stapled triangle. Carbon is extracted by hold- 
ing both diagonally opposite ends and pulling apart. 


























==> @ WALLACE E SONS MEG (0 
tent tamed bee 

















Fanfold, glued; fanfold, sewed. Strip, stapled; strip, Bump fastened. 
TYPES OF CONTINUOUS FORMS 


From a form manufacturer's viewpoint, there are basically two types of con- 
tinuous forms: (1) fanfold, and (2) continuous strip. Both can be supplied with 
or without one-time carbon, and with or without marginal punching. 

Marginal punching may be on both sides, or either the left or right margin, 
to provide feeding and aligning control when forms are fed over a sprocket feeding 
device attached to a typewriter or other forms-writing machine. Marginally punched 
continuous forms are almost always used on equipment such as tabulators, tele- 
printers, teletypewriters and Addressographs. 

Used in conjunction with a forms-feeding device, marginal punched forms 
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make possible a completely automatic Operation of the forms-writing machine. 
If close register is necessary from part-to-part or set-to-set, or if a large number 
of parts must be held together in register, marginal punched forms can be used 
to particular advantage. 


Fanfold continuous forms have the alternate side edges joined by a perforated 
hinge. The joined edge holds the parts together and in register. Such forms are 
printed on all parts at one time on a wide roll of paper by rotary presses. The set 
of forms is made up by folding fanwise on the vertically perforated edges of each 
part so that the face of each part is turned up and the reverse side turned down. 
The long continuous strip of fanfold forms is usually perforated horizontally and 
folded into a flat pack. 

Since it is produced from one roll of paper, all parts must be of the same 
weight and color of paper. However, one or more parts may be color tinted or 
striped, or colored printing inks may be used for part identification and routing 
purposes. 

Fanfold is probably the oldest type of continuous multiple-part form and least 
costly to manufacture when standard features and constructions are used. How- 
ever, it is not generally economical to manufacture in less than four or five parts 
and in quantities of less than 20,000 sets because of the comparatively expensive 
press make-ready and other preparatory costs. A fanfold form (not interleaved 
with carbon) can cost as much as 40% less than a continuous strip form which 
is usually interleaved with one-time carbon. 

Maximum size paper width that can be run on the largest press is about 10514 
with a 1041/,” printing line which will produce 12 form parts each having 84 
basic width. Fanfold construction assures registration from part to part and con- 
secutive numbering uniformity by the elimination of the collating operation. 


” 


Fanfold, interleaved, marginal punched. This is similar in construction to 
the continuous strip, interleaved, and marginal punched form, and offers many 
of the same construction features. Its principal disadvantage, like all fanfold forms, 
is that all parts must be on the same paper. This construction can be used to 
particular advantage when either the entire form or certain parts of a set are to be 
held together and additional data added after the initial typing. Keeping a unit 
together in this way reduces handling time. 

Marginal punched stubs can be at one or both sides. The carbon may extend 
into both stubs, or may extend and be fastened into only one stub:to provide a 
carbon extraction feature. A unit-set type of carbon extraction can be obtained by 
stub pasting carbons in one margin and running carbon short in the opposite 
margin. Pasted stubs of this type can be used to provide one or more unit sets 
in each set of forms. 


Fanfold, interleaved, not marginal punched. Can be typed on any typewriter. 
Suitable for later entries because one-time carbon can be left in complete set or 
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Fanfold form with parts of varying widths. 


section. Related parts can remain joined at the sides. 


Fanfold, not interleaved, not marginal punched. When a fanfold form is 
used without one-time carbon, carbon is fed from the forms-writing machine from 
a carbon pack, carbon roll, or by other carbon-feeding device. In removing the set 
of typed forms, the removal operation brings into typing position the next set 


Fanfold continuous forms. Continuous strip forms. 
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of forms interleaved with carbon. This type of form is particularly suited for a 
continuous operation where forms remain in the machine and where typing is 
completed at the original writing. 

Fanfold, not interleaved, marginal punched. Offers many of the advantages of 
fanfold and continuous strip, interleaved, and marginal punched forms, but does 
not offer the variety of construction features. Saves on cost of carbon and eliminates 
carbon disposal problem. 

Continuous strip forms are printed on separate rolls of paper for each part and, 
unlike the fanfold type, are not attached at the sides. These offer the advantage 
of different colors, grades and weights of papers within the set, and immediate 
separation of parts after each set is typed or written. This type of form is avail- 
able with or without marginal punching, and with or without interleaved carbon. 
The forms and carbons are cross-perforated so that individual sets can be easily 
separated after form is typed or written. 

Continuous strip, interleaved, marginally punched is the most popular and 
versatile continuous form. It offers the widest variety of construction features of 
continuous forms. These forms are used with a sprocket or pin-feed device which 
makes possible a completely automatic operation of the forms-writing machine. 
Close register can be maintained from part-to-part or set-to-set. 

Continuous strip, interleaved, not marginally punched like its fanfold coun- 
terpart, may be interleaved with one-time carbon, either between some parts only 
or between all parts for use on machines that do not have a sprocket-feeding 
device. 

Continuous strip, not interleaved, not marginally punched forms can be used 
on machines that use a carbon-feeding device but do not have a sprocket-feed at- 
tachment. The principal advantage is that it saves the cost of the carbon and 
eliminates the carbon disposal problems. 

Continuous strip, not interleaved, marginally punched. Principal advantage 
over a continuous strip, interleaved and marginally punched form is that it saves 
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Pocket on the reverse side of a form holds The Formswriter electric typewriter for con- 
punched tape, cards or other related tinuous forms using either sheet carbon or 
material, carbon packs. 
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the cost of the carbon and eliminates the carbon disposal problem. It does not, 
however, offer the same variety of construction features. 


Patch pockets can be glued on the front or back of continuous froms to hold 
punched cards, punched tapes, blueprints or other related material. The pockets 
can run horizontally or vertically and an 81/4,” x 11” form could have five or six 
separate tape pockets. Pockets can open at top, bottom or either side; or be closed 
on four sides and have a horizontal or vertical slit opening. The paper used for 
the pockets can be of whatever grade and weight is required for the job. 


ADVANTAGES OF CONTINUOUS FORMS 


Continuous forms reduce to a minimum the amount of makeready time because 
of the automatic feed principle employed. Continuous forms can be written faster 
than any other type. With the exception of the initial loading time, continuous 
forms completely eliminate makeready time. The individual inserting of forms as 
well as the interleaving of carbon is eliminated. After one set of forms is typed 
and removed, the next set is in place ready to be typed. Here is a comparison of 
productive and non-productive operations of continuous forms and cut forms with 
loose carbons: 


CONTINUOUS FORMS CUT FORMS 
(Typing machine is loaded) *1. Pick up forms 
*1. Roll to first writing line *2. Pick up carbons 
**2. Type *3. Interleave carbon 
***3 Tear off *4. Jog into alignment 
*5. Insert into typewriter 
>». Roll to first writing line 
Type 
Roll from typewriter 
Remove carbon 


*Makeready operations (non-productive). 
**Productive operations. 
**Put-away operations (aon-productive). 


WHEN TO USE CONTINUOUS FORMS 


A systems analyst generally tries to consolidate all related forms into one unit. 
If a sufficient number of related forms can be combined thereby eliminating several 
typings, and if the usage of any multiple-part form is in excess of approximately 
15,000 sets per year, a systems analyst may recommend the use of a continuous 
form. 


It is quite possible however that if enough single forms are used to keep a 
typewriter steadily busy, the use of a continuous form can be justified. The time 
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required to pick up the form, insert it into the typewriter, align, etc., may be 
eliminated. Labels for example can be typed from continuous strips to advantage. 

Just as continuous forms are more efficient than single sheet forms, continuous 
forms on special continuous forms writing machines are more efficient than type- 
writer installations. The quantity of multiple-part forms used per day and the num- 
ber of parts per set generally determine which type of continuous form and which 
type of forms writing machine to use. If a forms writing machine cannot 
be kept busy a fair portion of the day on continuous forms, it may be desirable 
to use the typewriter which is somewhat less efficient for forms writing but more 
versatile. The following factors should be considered in contemplating a continuous 
forms installation: 

1. How many related forms can be combined into a single multiple-part form 
or a single system? 

2. What are the cut forms with loose carbons costing per year? What will 
continuous forms cost per year? 

3. Most important of all—how much clerical time and salary will be saved or 
released by the use of continuous forms? 

Since so many factors have to be considered in analyzing a system, a complete 
analysis should be made before coming to any decision as to the type of installation. 
Most multiple part forms can be economically produced in continuous style if 
5,000 sets or more are manufactured at one time. The questions as to whether a 
typewriter or forms-writer should be be used is dependent on the number of parts, 
daily volume, type of system and numerous other factors. These questions can best 
be answered by a systems analyst. 





Number Loose Forms & Marginal Punched | Savings per Form 
of Parts Loose Carbons Continuous Interleaved of Unproductive 
per Unproductive Unproductive Labor Time 

Form Labor Time | Labor Time 


2 parts 14 sec. | 3.73 sec. | 10.27 sec. 
a 23.5 “ x A eure. 

32 3.73 28.77 

4] | . 37.27 

50 . 46.27 

57.5 ‘ 53.77 

67.5 : 63.77 

76.5 ‘ | 72.77 

85 : 81.77 

93.7 . 89.97 

102.5 , 98.77 





Stop watch study showing amount of time that can be theoretically saved. Compare the 
unproductive time of using loose forms and loose carbons with the unproductive time of 
continuous interleaved forms. 


Manual of Business Forms 





he 
— 
oO 
> 
a 
° 
a 
a. 
Zz 
.@) 
4 


NON-PRODUCTIVE 


THE 


BASIC ADVANTAGES O. 





Loose Forms 
and Carbons 


Padded Forms 
Loose Carbons 


Unit Sets 


Continuous Fantold | Continuous Strip 


Interleaved Carbon 
Not Marginal Punched 


imterleaved Carbon 
Not Marginal Punci 





BASIC 


ADVANTAGES 


ee 


OPERATIONS 








Pick up forms. 





1. Sheets are 
held in register, 
2. Varying num- 
ber of parts may 
be torn from 
pad. 


1. Carbons inter- 
leaved. 

2. Widest assort- 
ment of con- 
structions. 

3. All parts may 
be on a differ- 
ent weight and 
grade of paper. 
4. All or part of 
set may be left 
together as unit 
for later han- 
dling and entry. 
5. For periodic 
operation and 
peak loads. 

6. Typed on any 
typewriter, 

7. Semiautomatic 
carbon removal. 
8. Cheaper than 
continuous inter- 
leaved forms 





1. Continuous 
operation and 
automatic feed 
of forms. 
2.Carbons al- 
ready inter- 
leaved, 

3. Semiautomatic 
carbon removal. 
4. Suitable for 
periodic opera- 
tion and peak 
loads. 

5. Can he typed 
on any type- 
writer. 

6. Suited for 
later entries, 
one-time carbon 
can be left in 
complete set or 
section. Related 
parts can stay 
joined at sides, 











1. Continuor 
operation ar 
automatic fee 
of forms, 

2. For 
operation 

peak loads. 

3. Type on an 
typewriter. 

4. Carbons a 
ready inter 


ent weight an 


| grade of. paper 


6. Semiautomati 
carbon removal. 
7. For later en 
tries, one-tim 
carbon 

left in 
section. 

parts 

ye.her, 





Insert carbons. 





Jog together. 





Insert in typewriter. 





Align for typing 





TYPE 





Remove from machine! 

















Remove carbons. 














The forms with the fewest non-productive operations, as indicated on the chart, 
are not always the most efficient forms for all business systems. Non-productive 
operations are frequently reduced by various constructions in the form and 
by the use of a variety of mechanical time-saving devices. Recent advances 
made in forms-writing machines and their attachments, such as electrically 
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VARIOUS FORMS CONSTRUCTION 





Continuous Fanfold 
Interleaved Carbon 
Marginal Punched 


Continuous Strip 
Interleaved Carbon 
Marginal Punched 








1. Continuous 
operation and 
automatic feed. 
2. Feeds over 
sprocket device 
controlling feed- 
ing, aligning and 
register, 

3. Completely 
automatic opera- 
tion of forms 
writing machine. 
4. Carbon already 
interleaved. 

5, Usually more 
economical than 
marginal punch- 
ed, continuous 
strip interleaved 
forms. 

6. Semiautomatic 
carbon removal. 
7. For later en- 
tries, one-time 
carbon can be 
left in set or 
section, Related 
parts can remain 
joined at sides. 
8. For continu- 
ous operation 
where forms re- 
main in machine. 





1. Continuous 


Operation and 
automatic feed. 

2. Feeds over 
sprocket device 


controlling feed- | 


ing, aligning and 
register. 
3.Completely 
automatic opera- 
tion of forms 
writing machine. 
4. Carbon already 
interleaved. 

5. All parts may 
be on a different 
weight and grade 
of paper. 

6. Semiautomatic 
carbon removal. 
7. Widest  con- 
struction assort- 
ment for con- 
tinuous forms. 
8. For later en- 
try, one-time 
carbon can be 
left in set or 
section. Related 
parts can be 
tastened. 

9. For continu- 
ous operation 
where forms re- 
main in machine. 





| 
| 


a 


Continuous Fanfold 
Not Interleaved 


Marginal Punched 


1. Continuous 
operation and 
automatic feed. 
2, Feeds over 
sprocket device 
controlling feed- 
ing, aligning and 
register, 

3. Multiple use 
of carbon, 

4. Saves cost of 
one-time carbon, 
carbon extrac- 
tion. 

5. Usually more 
economical than 
marginal punch- 
ed, continuous 
strip, not inter- 
leaved when 
printed in vol- 
ume and number 
of parts. 

6. Suited where 
typing is com- 
plete at original 
writing, 

7. For continu- 
ous operation 


where forms re- || 


main in machine. 


| sprocket 





Continuous Strip 
Not Interleaved 


Marginal Pune hed 


1. Continuous 
operation and 
automatic feed. 

2. Feeds over 
device 
controlling feed- 
ing, aligning and 


| register, 
| 3, All parts may 


be on different 
weight and grade 
of paper. 

4, Multiple use 
of carbon. 

5. Saves cost of 
one-time carbon, 
carbon extrac- 
tion. 

6. Suited where 
typing is com- 


plete at original 


writing. 

7. For continu- 
ous operation 
where forms re- 
main in machine, 


| Continuous Fanfold 
| Not Interleaved 


Not Marginal Punched 


os 
| 1. Continuous | 


operation and 
automatic feed. 
2. Type on any 
typewriter. 

3. Multiple use 
of carbon, 

3, Saves cost of 
one-time carbon, 
carbon extrac- 
tion. 

5. Usually more 
economical than 
continuous strip, 
| not interleaved, 
not marginal 
punched when 
printed in vol- 
ume and number 
of parts. 

6. Suited where 
typing is com- 
plete at original 
writing. 

7. For continu- 
ous operation 
| where forms re- 
| main in machine. 





| 4, Mutiple 
| of carbon, 


Continuous Strip 
Not Interleaved 


Not Marginal Punched 


1. Continuous 
operation and 
automatic feed. 
2. Type on any 
typewriter, 


| 3. All parts may 


be on a differ- 
ent weight and 
grade of paper: 
use 


5. Saves cost of 


| one-time carbon, 
| carbon 


extrac- 
tion 


| 6. Suited where 


typing is com- 


| plete at original 
| writing. 
| 7. For continu- 


ous operation 
where forms re- 
main in machine. 














Yea 


Gea 





Gea 


Yes 








Yea 





Zea 

















controlled feeding devices, ejectors, and improved carbon handling and shift- 
ing, speed up productive and reduce non-productive operations. Forms handling 
equipment designed to speed after-writing operations also is an important time- 
saver. The most efficient combination of forms and equipment can be best 
obtained by a thorough methods and procedural study. 
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XVI. ENVELOPES 


like forms they help systematize a business system and are actually part 

of the business system. In many instances time can be saved and efficiency 
added to the operation of a business office by using the appropriate envelope. For 
instance, the use of window envelopes saves typists time and reduces possible errors 
in addressing. Heavy duty envelopes give added protection to valuable documents. 
Larger size envelopes enable important papers to be mailed flat and thereby save 
time in folding and fitting to undersized envelopes. These and many other prob- 
lems can be minimized or overcome by using the proper envelope. The following 
information may assist in understanding the wide range of envelopes available, and 
may help in selecting the proper envelope. 


M ™ TYPES OF ENVELOPES can be considered business forms since 


General correspondence and mailing envelopes are usually of open-side con- 
struction which means that the flap is located on the longest side of the envelope. 
This group of envelopes includes the popular business correspondence sizes. Stand- 
ard sizes are designed to accommodate all sizes of letterheads and other printed 
forms normally used. 

Commercial sizes are (in inches): No. 5, 3 1/16 x 514; No. 644, 314 x 6; No. 
6%, 3% x OY). 

Official sizes are: No. 7, 334 x 634; No. 734*, 37% x 714; No. 8%, 35% x 8%; 
No. 9, 37% x87; No. 10, 444x914; No. 11, 414 x 103%; No. 12, 4344x11; 
No. 14, 5x 111/. 

* Monarch size is usually included in any listing of officials because its size is 
the same as the 73% official but its flap is of a different shape. 


Postage saver envelopes are made with one side-flap unglued. This loose 
side-flap is made wider than normal so that it will not open in the mails. Postage 
saver envelopes are used to take advantage of postal regulations which permit 
mail under certain conditions to travel at third class rates which are considerably 
lower than first class sealed mail. Postal regulations permit the use of postage 
saver envelope with a small spot of gum to hold the loose flap provided the words 
“Pull Out for Postal Inspection” are printed on the flap. However, if the envelope 
to be used for third class mail is more than 5” wide or longer than 111/,”, it may 
be fully sealed. Postage saver envelopes also may be obtained in window styles. 


Deluxe postage saver envelopes are gummed along entire back flap so that 
they may be sealed all the way across, but a pull-out side-flap permits them to be 
mailed at third class rates. 


Booklet postage savers are designed for mailing frequently used booklets, 
folders, catalogs, etc. 


Window envelopes are made with a portion of the face cut out and covered 
with a transparent material so that the name and address on the enclosure will 
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AIR MAIL REGULARS 
6% (35% x 64) 


7% (3% x 7%) 
9 (3% x 8%) 


10 (4% x 9%) 9%4x12% 10x12 0.5. 46% 444 x6% 
. me “i 10x 13 #62 5x6% 
14 (5x 11%) —— 
#7V2 5x7 

' #8 «25x7% 
#B%e 5x8 
#BV2 51%4x7% 
#B% 54% x8 
#8% 5%x8Y% 


BANKS 
#5 =3%x4% 
#6 4%x6% 
#6V%4 44%,x6% 











BANKERS FLAP AIR MAIL 








#11 (4% x 10%) 
#12 (4% x 11) 





BANKERS FLAP + Regular & Wind #9 5% x6% 
. t indow 
— : Gladstone 3% x 5% 


#7% (3% x 7%) 
#9 (3% x 8%) 








is 


CS) d #10 (4% x 9%) 
6 


#10% (4% x9) 
#11 (44% x 10%) 
#12 (4% x 11) 
Bu (35% x 6%) #14 (5x 11 

10 (4% x 9%) #16 (6 x 12) 








ADA. 


AIR MAIL WINDOW 








BOOKLETS 





2 (4x 55) 
22 (4% x 5%) 
3 (4% x64) 














4 (44% x 9%) 
BARONIALS ies 
4% (5x74) 


42 (5% x7) 





#1 2%x3% #5 4%x5% 
#3. 3Y%x4% = #BV2 4% x5% 
#3V2 3%x4% #5% 4% x 5K 5 (5% x 8%) 

10x 13 #4 3%x4%, «#6 5x6 5% (5% x 8) 


AIR MAILER 
6%x9%, 7%x10% and 9x12 





BOOKLETS cons. 
6 (5% x 8%) 
6% (6% x 8%) 
6% (6% x 8%) 
6¥2 (6 x 9) 


Gu (6% x 9%) 
7 6%x9%) 
7% (7x10) 

T¥2 (7% x 10%) 
8 (8x 11%) 

Bye (8% x 1114) 


BY (8% x 10%) 
9 (8% x 11) 
9¥2 (9x 12) 

10 (9% x 125) 
13 (10x 13) 




















CLASP 


2% «4% 7% x 10% 
3% x 5% 8x11 
3% x6 8%x1l% 
4x6% 8% x 11% 
3%x7% 9x 12 
4%x10%  9%x12% 
4% x 6% 9% x 14% 
5x7% 10x 12 
5x 11% 10% x 12% 
5%4x7% 10x 13 
5%4x8% 10x15 
6x9 114x144 
6%4x9% 12x 15% 
7x10 13x17 
14x18 

















COINS 
(1%x2%) (3x 4%) 
(24%4x3%)  (3%x4%) 
(2% x 4%) (3% x 5%) 
(2% x 5%) (3% x 6) 


(34 x 6%) 














COMMERCIAL 


§ (3%,x 5%) 
6% (3% x6) 
GY2 (3% x 6%) 
6% (3% x 6%) 

















FILING 


5x8% 


8%x11% %” Tab 
8% x15 ¥%4" Tab 











'=_wwwwwww*. 





FIRST CLASS MAIL 
OPEN END 


6%4x9% %x124 
7% x 10% 10x 13 
9x12 11% x 14% 


OPEN SIDE 
4%x11 9x12 


5x1l% 9%xl%y% 
6x12 10x 13 


10x 15 











FLAT MAILER 


%4x9% 
7%x10% 
7%x10 
8%x1lly 

9x12 
9% x 12% 

10x 13 

10x 15 








show through. The purpose of the window envelope is to eliminate the necessity 
of typing the name and address on both the enclosure and the envelope. 

There are few business concerns or offices that cannot benefit from the use of 
window envelopes since they are accepted for use on all but strictly personal cor- 
respondence. Their use not only permits saving the addressing of envelopes for 
letters, invoices, statements and other forms, but also eliminates the possibility of 
mail being enclosed in the wrong envelope. (See Chapter II for information on 
designing forms for window envelopes.) 

Window envelopes, or open panel envelopes, may be used under the following 
conditions: 


. The address window must be parallel with'the length of the envelope. 

. The proper place for the address window is in the lower portion of the 
address side. 

. Nothing but the name, address, and any key number used by the mailer 
may appear through the address window. 

4. The return address should appear in the upper left corner. If there is no 
return address and the delivery address does not show through the window, 
the piece will be handled as dead mail. 

. The address disclosed through the window must be on white paper or 
paper of a very light color. 


Open-face or window-cut envelopes are made and used with a cut-out on the 
face, but without a transparent covering. Open-face envelopes are not recommended 
for general correspondence, but they ‘do have a place in some inter-company cor- 
respondence, direct mail or other uses where mailings are large and privacy is not 
a consideration. Open-face envelopes usually cost approximately 10% less than a 
regular window envelope of the same type. 


Standard size windows. From an economy standpoint window envelopes when- 
ever possible should be purchased with a standard size of window and position. 
Standards have been adopted by envelope manufacturers to fit the most commonly 
used letterheads, invoices and other forms. Letterheads or forms to be used in 
window envelopes should be planned with these standards in mind. 


Special size windows and windows in special positions can be obtained but 
they must conform to postal regulations if they are to be mailed. Unless the 
quantity is large there is an additional charge for special windows. 


Window seal flap position. Certain postage metering machines require. that 
window positions be exactly reversed, 7.e., measured with the seal flap at the bot- 
tom. Such reverse position windows are considered standard when they conform 
in size and position to regular window envelopes except measurements are made 
with the envelope flap at the bottom. 


Special window envelopes. While it is desirable to fit forms to standard win- 
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dow envelopes whenever possible, there may be times when it is impossible to use 
a standard window envelope. Special envelopes with windows of any shape or size 
and positioned anywhere on the face of the envelope within the limits of the postal 
regulations can be obtained to fit the enclosure. 

If designing the form or other enclosure to fit a standard window envelope 
presents a problem, special size and special position window envelopes should be 
used. Envelope manufacturers have many special-size window dies from which a 
size can be found that will solve the special window problem. There is usually 
only a slightly higher cost than that for a standard window envelope. 

One-piece window envelopes differ from regular window envelopes in that 
the regular window envelope is made first by cutting out the window and then 
by patching the window with a transparent paper. The one-piece window envelope 
has the window portion made transparent by a chemical treatment. The same postal 
regulations apply to both styles. 

Usually manufactured tinted on the inside with an allover design for extra 
opacity. Special tint blocks incorporating company names or trademarks can be 
obtained if the quantity manufactured is sufficiently large. A narrow colored bor- 
der is printed as an outline around the window. One-piece window envelopes per- 
form all the functions of regular envelopes made with a transparent patch. One- 
piece window envelopes generally cost more than the regular window envelope, but 
their one-piece construction makes them particularly adapted to use on automatic 
inserting and mailing machines because there is no possibility of enclosures catching 
on the window patch during the inserting process. 

Ordinarily made from specially chemically treated white paper in a choice of 
two weights, medium and heavy, which correspond roughly to the regular weight 
envelope papers. One-piece envelopes are standard in the popular commercial and 
official sizes. Special sizes can be furnished when quantity is large enough for a 
manufacturing run. The same general statements regarding standard window ver- 
sus special windows apply to the one-piece window envelope. There are reverse 
flap one-piece window envelopes for use on some postage metering machines. 

Airmail envelopes assure prompt handling of airmail because the distinctive 
red and blue border allows quick identification at handling points. While airmail 
envelopes can be obtained in practically any size and style and can be made from 
practically all grades and weights of papers, the most frequently used for general 
correspondence are the popular commercial and official sizes made from regular 
white wove or from lightweight papers. When lightweight papers are used it is 
a common practice to tint the inside with an allover design for greater opacity. 

Airmail window envelopes with standard size windows are available in the 
standard sizes. For large or bulky matter or mail which should be delivered flat, 
there are available larger size airmailers such as the 91/4, x 1214 which also has the 
airmail border design. 

Business reply envelopes may be mailed after provisions are made for a re- 
turn mailing in the United States. A free permit can be obtained from the Post- 
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PACKING LIST 
4Yx5% 

















SAFETY FOLD 


6x12 
10x 13 


10x15 


TWO-COMPARTMENT 


5x11 
5x11% 
54%x1l% 


94% x12% 
10x 13 
114x144 


7x10 
7%x10% 
9x12 











PASSBOOKS 








SMALL OPEN SIDES 
1% x 1H, 3-Drug 2%, x 3% 
1-Drug 1%x2% 3-Theatre 2x4 
2-Drug 2%,x3% 2-Pay 24%4x4% 


3% x5% 
3% x 5% 
3% x6 

3% x6% 


3%x5 

3% x4% 
3% x 5% 
3% x4% 











WINDOW 
85% (3% x 8%) 
9 (3% x 8%) 
10 (4% x9) 
10¥2 (4% x9%) 


5 (3%, x 5%) 
6% (3% x 6) 
6Y2 (3%, x 6%) 
6% (35% x 6%) 
7 (3% x 6%) 11 (4% x 10%) 
7¥4 (3% x 7%) 12 (4% x1) 
Monarch (3%x7%) 14 (5x 11%) 
BY4 (35% x 8%) 




















PORTFOLIOS 


#22 6x9 














STRING & BUTTON 
5% x8% 
6x9 
. 6% «9% 
‘A 7x10 
7%x10% 
POSTAGE SAVER “Spot of Gum” %xll% 
9x12 


#5 6%x9% 



































6% (3% x 6) 
6% (3% x 6%) 
7 (3% x 6%) 
7% (3% x7) 


Monarch (3% x 71) 
8% (3% x 8%) 


9 (3% x 8%) 
10 (4% x 9%) 


11 (4% x 10%) 


12 (44% x1) 
14 (5x11) + 


9% x 12% 
10x 12 
10x 13 
10x 15 
114x 14% 
12x 15% 


WALLET FLAP + Regular & Window 


#10 (4% x 9%) 
#10% (4% x 9%) 
#11 (4% x 10%) 


#12 (4% x 11) 


#14 (5x 11% 
#16 (6x 12) 





master. As specified by postal regulations, business reply envelopes should have 
printed on the face the company name and address, zone number and an indicia 
which includes the permit number. The business reply privilege has been ex- 
tended to all types of mailable matter. Previously it was limited to cards and 
letters. There are four styles of business reply envelopes: 

1. Up to 2 oz. 4c per oz. a 2c each 

2. Over 2 oz. 4c per oz. 2 Sc each 

Airmail 

3. Up to 2 oz. 7c per oz. +> 2c each 

4. Over 2 oz. 4c per oz. } 5c each 

Two-compartment, or duplex, envelopes make it possible for a first class let- 

ter to be delivered simultaneously with third or fourth class matter without paying 
the higher first class postage rate on the entire mailing. First class postage is paid 
only on the letter which goes in the mail compartment, and third or fourth class 
postage is paid on the contents of the larger compartment. The return corner card 
is printed only on the large envelope and the addressee’s name and address need 
only appear on the first class envelope. Two-compartment envelopes are made by 
securely pasting to the face of the open-end catalog envelope a small envelope or 
first class pocket. The first class pocket is available with or without a window. 
The catalog envelope may be of any standard size and may have a clasp fastener, 
button and string, tuck-in flap or a gummed flap. 


USING ENVELOPES IN BUSINESS SYSTEMS 


Below are several broad functions commonly referred to in business and some 
of the types of envelopes frequently used as part of that business function. This 
information may help when selecting the most efficient and appropriate envelope 
for a particular application. 

Acknowledgment of orders: 

Commercial and officials (page 130). 

Regular window envelopes (page 130). 

One-piece window envelopes (page 134). 

Invoicing: 

Same as acknowledgment of orders. 
Carrying papers: 

Flat mailers are tough open-side envelopes with heavily gummed flaps available 
in sizes from 61” x 91/7.” to 10” x 15”. 


Clasp envelopes are made from tough kraft or manila stock with or without 
gummed flaps in stock sizes from 21/4,” x 41/4, to 12” x 1514”. 


Snap-Carrier envelopes are available in most stock sizes of clasp envelopes. 
Their advantage over the clasps is that the snap mechanism is considerably more 
durable. 
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OFFICIAL 


5 (3%, x 54) 
6% (3% x 6) 
6V2 (3%, x 6%) 
6% (3% x6) 
7 (3% 6%) 
T¥% (3% x 7%) 
Monarch (3% x 714) 
8Y4 (3% x 8%) 
Be (3% x 85) 
9 (3% x 8%) 

10 (4% x 9%) 
10¥2 (4% x9) 





EXTRA-DEEP WALLET FLAP 
#6% (34x6) 
#6% (3% x6) 














JUMBO 





9x 16 14x 21 
9x18 14x 24 
10x 16 144% x 14Y, 
10x 18 15x 18 
10 x 22 15x 20 
11x14 15x 22 











LETTER & LEGAL 


11x17 


11x21 
11lY4xlly 
11%x12% 
114% x 13% 

{2x17 

12x 22 
12% x 12% 


12%x 14% 
12% x 16 
124% x 18% 
124, x 20% 
13x15 
13x17 
13x 19 


13x 23 
13% x 13% 
13% x 18% 

14x 16 

14x.18 


15x 25 


154x15% 
16 x 20 
16 x 26 

16% x 16% 
17x 22 
17x27 

17%4x17% 


17% x 20% 
18 x 23 
18% x 18% 
18% x 20% 
19x 26 
19% x 19% 
20 x 25 


20 x 30 
20% x 20% 
21x24 
22 x 27 


9Y%xlly 
9% x12 
9%x14% 
10x15 





TA SAS 





SQ, “SS 








MONO-OUTLOOK 


64 (3% x 6) 
6¥%4 (3% x 6) 
7 (3% x 6%) 
7T¥% (3% x7) 
BY4 (3% x 8%) 
B56 (35% x 8%) 
9 (3% x 8%) 
10 (4% x 9%) 


11 (4% x 10%) 
12 (4% x 11) 
14 (5x 11%) 

















OPEN END 


4x6% 
3%x7% 
4¥, x 10% 
4% x6% 
5x7% 
5x1lly% 
54x1Y% 
5% «8% 
6x9 
6%x9% 
7x10 
7%x10% 


8x11 
8%4xlly 
84%x1lly 
9x12 
9%x12% 
9%xl4y% 
10x 12 
10% x 124% 
10x13 
10x15 
114xl4y 
12x 15% 








Button and string envelopes of tough kraft or manila stock are adaptable for 
holding thick or bulky enclosures because the extent that the string can be tightened 
is flexible. The opening can be had on the long side for bulky material. Made 
in the same sizes as clasp envelopes. 


Expanding envelopes are made of red fibre or kraft stock and generally available 
in expansions of 134”, 314”, 514” and in sizes from 4” x 91/4” to 12” x 18”. 

Letter and legal envelopes of kraft or manila are designed for filing and carrying 
material and are generally available with gummed and ungummed flaps, button 
and string, and with straight extended tab. 


Routing interoffice communications, Use either an open side or open end style 
with or without string and button, or other closing attachment, for routing cor- 
respondence or non-uniform contents between departments. These envelopes are 
usually designed to be reused by having the recipient draw a line through his 
name after removing the contents. The envelope then is ready for another trip. 
Holes punched through both sides of the envelope assure complete removal of con- 
tents at each stop. 

Manila envelopes frequently are also used for interoffiice communication where 
it is desired that they be sealed for privacy. Manila envelopes are slightly lower 
in cost than white wove envelopes and their different color provides a color code 
which facilitates sorting of interoffice mail from outside correspondence. These 
envelopes can be supplied with a cut-out window providing the same advantages 
as window envelopes. Available in a wide range of styles and sizes from 31/,” x 6” 
to 1114” x 141/.”. 


Mailing records and reports. To mail such things as statistical reports, per- 
manent records or other valuable papers unfolded, the following standard styles 
are provided: 

Bankers flap envelopes provide extra strength and protection in a business cor- 
respondence envelope for heavy enclosures. The bankers flap and square flap style 
are available in the frequently used mailing sizes, with or without windows. 

Flat mailers (see page 136). 

Letter and legal envelopes (see page 130). 

Airmailers are similar to flat mailers but have colored airmail borders. 

Clasp envelopes (page 136). Use of clasp permits third class mailing rate; 
gummed flap for first class sealed mailings. However, when envelope is larger 
than 5” x 1114,” in either dimension, postal regulations allow third class mail to 
be sealed. 

Safety fold envelopes have a portion of the body at both top and bottom folded 
over to form a portion of the top and bottom flaps. The result is an envelope 
completely closed at all corners. 

Bank-by-mail envelopes are used by banks which allow depositors to bank by 
mail. The bank deposit envelope combines the four essentials for convenience in 
depositing: (1) printed deposit slip; (2) bank’s acknowledgement of deposit; 
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(3) envelope for safe mailing to the bank; (4) depositor’s correct return address. 
Furnished in any regular envelope paper and in special sizes. The three most popu- 
lar sizes are 354" x 7", 35/44" x 85/4” and 4” x 91h”. 


Two-way mailing envelopes are constructed to provide an outgoing and re- 
turn envelope, and an area for printed message, in one piece. They may be sup- 
plied folded and sealed, ready to be addressed and mailed. This saves the time 
required to prepare, type, collate, fold, insert and seal. Envelopes furnished in this 
manner are mailed at third class or bulk rate. 

A popular use for two-way mailers is in collection work. The credit depart- 
ment has a supply printed with appropriate collection copy. When a delinquent 
account is spotted, the two-way mailer is addressed and mailed. Other uses are 
for order forms, advertising messages, questionnaires, personnel reports. 

Check disbursing or mailing envelopes are usually used for mailing checks or 
other enclosures of a confidential nature to insure privacy. Envelope is white on 
the outside with tinting of the inside to make it absolutely opaque. Although regu- 
lar style envelopes may be used for checks, window envelopes are recommended. 
When planning the size and printing of checks, consideration should be given to 


the envelope used to get savings from the use of standard envelopes and standard 
window sizes. 


Cash payroll envelopes are made in literally hundreds of special types to fit 
the various payroll systems. There are however stock styles for handling cash pay- 


rolls with entries made directly on the envelopes. 


Filing envelopes are made in legal and letter sizes of heavy stock in two styles: 
(1) extended tab; (2) deep ungummed flap with or without button and string. 


Packing list envelopes protect the contents against weather. Usually made from 
either a special fibre, wax-treated kraft or asphalt laminated kraft. Strong and 
durable with water resistant qualities which insure protection of contents. Easily 
attached with tacks through metal eyelets to shipping cases. Enclosed papers are 
protected by safety fold and clasp fastener at the open end. Standard size is 
41,” x 534”. Tag envelopes (a combination envelope and tag) may be also used 
for this purpose where it is desirable to attach the envelope by means of a wire, 
or any other type of tag fastening device. 


Petty cash analysis envelopes. Any convenient size of string and button en- 
velope which permits rapid opening and closing is satisfactory. A form is printed 
on the face of the envelope which should indicate how the petty cash disbursements 
are to be distributed to the various accounts they are chargeable against. Petty cash 
receipts should be filed in the envelope. 

For sampling, security ore envelopes are open-end style, constructed by se- 
curely pasting an extension to the back of the envelope at the open end. Folded 
into this extension and extending about 34” beyond each side is a concealed nar- 
row strip of flexible metal. In use, the envelope is first filled. Then the extension 
of the back is given a double fold over the front and finally the side extensions 
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containing the flexible metal strip are folded against the front. The safety fold at 
bottom results in a siftproof envelope with completely closed corners. 

Production scheduling (job ticket) envelopes usually have a form printed on 
the envelope on which is entered the production scheduling data. The job ticket 
envelope moves through the plant accompanying the job in process with its con- 
tents of blueprints, proofs, samples, etc. A few types of envelopes frequently used 
as job tickets are open end, button and string and clasp styles in all sizes; and 
the following two styles: 

Utility envelopes are made with a two-side seam and no center seam which 
makes available an unbroken area on both the back and face permitting the use 
of practically the entire surface for printing. 

Open end envelopes in five styles: (1) cut flush; (2) thumb cut face and back; 
(3) thumb cut face only; (4) with drilled holes; (5) slotted. 

An envelope used as a job ticket sometimes can be made part of a multiple 
part form to gain the advantages of a one-writing system. 

Continuous envelopes are available in a wide range of styles and sizes. They 
are available in all standard correspondence and general mailing sizes as well as 
for special purposes such as payroll systems, factory job jackets, file folders, two- 
way mailers, and special wallet flap envelopes for billing and general tabulating 
use. Continuous envelopes provide some of the advantages of continuous forms 
for envelope addressing purposes and since lists of employees, suppliers, stock- 
holders, customers, are already on punched cards or tape, the need for duplicate 
lists on stencils or plates is eliminated. The result is a saving in clerical time, 
elimination of the expense of maintaining two addressing systems, reduction in sup- 
ply inventory, and more effective use of office space. Continuous envelopes are 
addressed by tabulating machines, addressing machines, and typewriters with 
sprocket feed attachments. 


~, 


An example of continuous envelopes. These For premium notices and other billing oper- 
are designed for addressing on a machine ations, continuous self-mailers provide iden- 
equipped with sprocket feed attachment. tification of payer on return envelope. 
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PAPER USED IN ENVELOPES 


Nearly every kind of paper has at one time or another been used to manufacture 
envelopes. The papers below are those commonly used by envelope manufacturers. 

White wove is a blue-white paper high in bulk, opacity and strength with a 
surface that gives good printing results. Available in the usual finishes: regular 
and vellum. 

Brown and gray kraft is an unbleached sulphite paper with great strength 
and fair printing qualities. 

Glazed brown and gray kraft is a machine glazed, unbleached sulphite paper 
with a highly polished surface. High in strength and with good printing qualities. 

Manila is a semi-bleached chemical sulphite paper of an India shade. Not as 
strong as kraft, but has a better surface for printing, typing and writing. 

Bonds range in grade from a No. 4 sulphite to a 100% rag bond with all the 
accompanying variations of strength and printing quality. 
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XVII. PAPER USED IN FORMS 


Desirable paper qualities are determined by the function of the form. Per- 

manence, amount of handling, thickness and weight, opacity, ability to take 
erasures, and safety are a few of the factors that determine the selection of a suit- 
able paper. The most popular papers used for forms are: 

Sulphite bond usually is available in three grades. Used for the majority of 
ofice forms. Relatively inexpensive but stands up satisfactorily under ordinary 
usage. The majority of papers used in the manufacture of forms contain sulphite 
pulp. Its best characteristic is its resistance to fuzzing, insuring a clean, hard writing 
or typing surface. 

Mimeo bond is expressly made for stencil duplicating. A special type sulphite 
bond, available in several grades of quality. Has good ink absorption qualities 
because stencil inks dry by penetration. 

Rag content or cotton content bond is stronger than sulphite bond and has 
a better appearance. Available in varying proportions of rag content: 25%, 50%, 
75% and 100%. 

Hectograph bond is made for use with the spirit and gelatin hectograph dupli- 
cators. There are two basic types: one for master copy, the other for reproduction 
copies. Available in various grades and kinds within the two basic types. 

Safety paper is a bond paper, either sensitized by body content of the paper 
or by surface treatment to reveal attempted alterations. Used for checks, certificates, 
notes or other negotiable certificates. 

Ledger paper is essentially the same as bond but made in heavier weights for 
greater strength, opacity, erasability and handling qualities, Used for ledgers, 
journals and general posting record forms. Made in the same wide range as 
sulphite and rag or cotton content bonds. Machine posting ledger is a ledger paper 
made and finished especially for mechanical accounting forms. 

Translucent papers are required as originals for the whiteprint or diazo process. 
There are sheets available which have been manufactured expressly for this purpose 
and which give varying degrees of copy reproduction quality and speed. ‘I'rans- 
lucent papers are available in a wide range of grades and weights. 

Index bristol is a smooth, hard-surfaced card stock with a ledger finish and is 
used for cara records, visible index records and other card weight forms. 

Tagboard is a strong and tough grade of paper used most commonly for file 
folders and tags. 

Onionskin and manifold are really light weight bond papers used tor making 
multiple carbon copies. Require minimum filing space, also reduce typing and 
mailing costs because of thinness and lightness. 

Groundwood bond papers containing a considerable percentage of mechanical 
wood pulp are generally available only in rolls to rotary-press forms printers. They 


T best IS A PRECISE KIND OF PAPER for every business form use. 
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GRADE RECOMMENDED 
RETENTION PERIOD TYPE OF HANDLING (% OF RAG OR 
COTTON CONTENT) 





PERMANENT Normal 100% 
RECORDS 
Hard use and considerable handling Premium 100% 





RECORDS KEPT Posted, handled or referred to more 
15 TO 20 than 1000 times 100% 
YEARS 
Posted, handled or referred to less 
than 1000 times 75% 





RECORDS KEPT Posted, handled or referred to more 
10 TO 15 than 1500 times 100% 
YEARS 
Posted, handled or referred to 750 
to 1500 times 75% 
Posted, handled or referred to less 
than 750 times 50% 





RECORDS KEPT Posted, handled referred to more 
5 TO 10 than 2000 times 100% 
YEARS 
Posted, handled or referred to more 
than 1500 times 75%, 


Posted, handled or referred to more 
than 750 times 50% 


Posted, handled or referred to less 
than 750 times 25% 





RECORDS KEPT Posted, handled or referred to more 
2TO5 than 2000 times 100% 
YEARS 
Posted, handled or referred to more 
than 1500 times 75% 


Posted, handled or referred to more 
than 750 times 50% 


Posted, handled or referred to less 
than 750 times 25% 











A guide to determine the grade of bond, ledger or card stock best suited for a particular 
form where rag content or cotton content grades are suitable. 


are approximately 25% less costly than a No. 4 sulphite bond, but adequate for 
many forms. They are not as permanent as any sulphite bond, and will not stand 
up as well under handling and erasures. 

Rag content or cotton fiber content is descriptive of paper containing cotton fibers. 
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The percentage refers to the proportion of cotton fibers used in the stock. The 
balance is usually sulphite pulp. 

Rag content or cotton content bonds, ledgers and index bristols are stronger 
than sulphite grade papers and have a better appearance. They are available in 
varying proportions of rag or cotton content of 25%, 50%, 75%, 100%, and 
premium 100% grades. 

All permanent records should be on rag content or cotton content grades. Per- 
manent forms such as currency and life insurance policies should be on 100% rag 
or cotton content papers. At times some semipermanent records need be on top 
gtade papers depending on the number of times a sheet or card is handled. As 
the percentage of rag or cotton content increases, the retention period, erasability 
quality and handling qualities also increase. 

In some conditions of use it may prove desirable to upgrade the paper and de- 
crease the substance weight; yet have a stronger, longer lasting form record. For 
example you might find it desirable in some instances to use a 20 Ib. rag or cot- 
ton content sheet rather than a 24 Ib. sulphite sheet. This would be particularly 
desirable where filing space is a problem and thinner papers are desirable. 

Basic weight or substance of paper and card stocks is a figure that indicates 
the weight in pounds of 500 sheets of the paper in its basic size. For example, a 
substance weight of 16 for bonds means that 500 sheets of the basic size 17” x 22” 
weighs 16 lbs. Bond papers in sheets are generally available in 13, 16, 20, 24 
substance weights. Bond papers in rolls are generally available in 10, 12, 15 sub- 
stance weights from which continuous forms are printed as well as rotary press 
printed unit sets. Onionskins and manifolds are commonly available in 8 and 9 Ib. 
substance weights. 

The basic size for index bristols is 251/,” x 301/,”. Index bristols in this basic 
size are available in the following substance weights: 90 lb., 110 lb., 140 lb., 170 
lb., 220 Ib. 

Another commonly used basic size for index bristols is 201/,” x 2434”. Using 
this size as the basic size the following are the substance weights and their 
equivalents: 


Basic Size 20%2"x24%" Basic Size 2542x302" 
59 |b. i . 90 Ib. 
ae ee 
97 ib... . .. 140 Ib. 

111 Ib. = 170 Ib. 
Ee le 


Thickness of papers. All papers of the same substance weight are not always 
the same thickness. A 16-lb. mimeo bond, for example, is thicker or bulkier than 
a 16-lb. rag bond and purposely manufactured bulkier to increase its ink 
absorbency. Characteristics such as paper surface, finish and hardness affect 
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che thickness of the paper. Thickness is important where there are limitations in 
filing space. The chart below of substance weights and corresponding thick- 
ness is a guide in determining the number of sheets per inch of filing space. Keep 
in mind that this is only a guide since all sheets of the same substance weight are 
not necessarily the same thickness. 


NUMBER OF SHEETS PER INCH 





(Substance weights below are for 17" x 22" basic size) 


KIND OF PAPER 8-lb. 9-lb. 10-Ib. 12-Ib. 13-lb. 15-lb. 16-Ib. 20-lb. 24-lb. 28-lb. 32-lb. 36-Ib. 





Onionskin, 
Unglazed 


Onionskin, 
Glazed 740 


Onionskin, Cockle 

Bond 308 265 210 
Register Forms Bond 

Ledger 276 235 
Mimeo _ 265 222 
Check 250 





(Substance weights below are for 25!/2"" x 30!/2" basic size) 
90-Ib. 110-Ib. 140-Ib. 170-Ib. _ 220-Ib. 
Index Bristol 145 125 98 78 60 








Economy of standard sizes. SIZE OF SIZEOF NUMBER CUT 
Where the amount and cost of paper ‘Form FULL SHEET FROM SHEET 
is a factor, attention should be given 

33%x 5I2 ...... 17 


to the size of the form, In most in- 

: : Jee .. pce 
stances standard sizes which cut eco- 4x 19 
nomically out of a standard sheet size 4% veces WF 


; aces 43, 2 
can be used without impairing the eff- 5% 7 


ciency of the form. 5l/5 ce 17 
5I/, ie 

6 x on 

ie «WR 

7'/3 he 

17 

. ae 

cc ee 

mL 


ee ee ee ee ee ee ee ee ef 
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XVIII. FORMS COPY PREPARATION 


led to the development of methods and techniques for the preparation of 

copy for this type of reproduction. Many of the more simple office forms 
are today being reproduced by offset office duplicating equipment from metal and 
paper plates. Copy may be typed on the paper plate with an ordinary typewriter, an 
electric typewriter, or with a writing machine specifically designed for copy prepa- 
ration purposes. The lines can be drawn directly on the plate by hand. 

Forms can also be produced in the office by other duplicating processes such as 
the stencil process and the hectograph duplicating process. All of these processes 
have established successful techniques for preparing copy for office reproduction 
of the more simple type of cut forms. 

One of the more commonly used machines for forms copy preparation purposes 
is the Model 610F Forms Design Vari-Typer. This looks much like a typewriter, 
but is actually a composing machine. You can easily switch from one type style and 
size to another by changing the type font. These fonts are made up of all the let- 
ters of the alphabet including punctuation marks. A wide variety of fonts are 
available. and are designed to imitate printer's type. Some were specially designed 
for forms work. Some Vari-Typer models have an attachment for ruling hori- 
zontally and vertically in single, double, dotted or dash lines. The Vari-Typer can 
justify typed lines so that both the left and right margins of text are in alignment. 

Other machines used for copy preparation purposes are the Justowriter and IBM's 
electric proportional spacing typewriter. They can be used to prepare copy for 
offset, stencil, and spirit hectograph duplicating processes. These machines are un- 
like the average typewriter in that on ordinary typewriters all letters take exactly 
the same amount of space. On the Justowriter and IBM’s proportional spacing 
typewriter the amount of space for the characters varies according to the width 


f ‘HE USE OF DUPLICATING EQUIPMENT for forms reproduction has 


Above: The forms design Vari-Typer. At 
right: Composing machine for larger types, 
such as headlines. 
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of each character. The letters fit together in a manner similar to printers’ type. 

Copy can be prepared for offset printing by typing, Vari-Typing, or pasting in- 
dividual words or letters on white paper or paper board. From this prepared copy 
you can make a film negative with a reproduction camera. From this negative, a 
metal or paper plate can be made by contact exposure in a vacuum frame. Gen- 
erally, a film negative is made when it is desirable to print from metal plates which 
give a better quality of reproduction and longer runs than paper plates. 

Very popular today is the xerographic method of making a paper or metal 
offset plate. With Xerox equipment the prepared copy is developed directly 
on the offset plate and no film negative is required. Some photocopying machines 
also can be used to make offset masters. 

Direct image plates also can be used for forms reproduction. It is possible to 
rule on these plates with special ballpens and pencils. Typing or Vari-Typing 
should be done through a special grease base ribbon. Direct image plates are sat- 
isfactory for short runs (100 to 2000) where copy preparation is relatively simple. 

A technique that is being used more and more is one that simulates a second 
tone or color by the use of shaded lines. This is an economical substitute for 
mechanically pen-.uled forms. Two separate pieces of copy are prepared. One is 
made up of the lines or copy that will be shaded. The other will appear as a 
solid, or as copy normally does. Each is photographed separately, but the copy to 
appear shaded is photographed through a halftone screen. The intensity of the 
shading can be varied from a 5% tone upward. Two negatives are thus obtained. 
One after the other, these are ex- 
posed on one offset plate for a com- ; a eCervew a a 
bination of screened and unscreened PRICE “AMOUNT 
copy. The same effect is less efee 
tively obtained with shading sheets. 

Copy is generally prepared the same size in which it will be reproduced. It n must 
be if the copy is typed directly on the duplicating master. For offset reproduction 
it is sometimes desirable to prepare copy larger than it will appear in finished form 
and have the camera reduce it to finished size. This serves to make the finished 
form sharper and reduces imperfections of the original copy. 








| nt sings we a with FOTOTYPEB 


Fototype is another medium of copy preparation for offset reproduction which 
is frequently suitable for headings and headlines in forms copy preparation when 
the copy is photographed. Fototype uses small pieces of paper on which type 


Manual of Business Forms 147 





characters are printed. These are assembled by hand in a holder with the printed 
characters face down. Gummed tape is applied to the back side of the assembled 
characters which are turned over and pasted into position. 

Headings, headlines and other larger types can be made on photocomposing 
machines such as the Vari-Typer Headliner and Davidson Protype. 

There are numerous other techniques, aids and equipment that can be used for 
forms copy preparation purposes, and requirements for these items can vary widely. 


APPLICATION FOR ENTRANCE TO SPECIALIZED TRAINING COURSE 


NAME MIC & NAME A E R YN 3 mae 4.ac 


FEMALE 


ty, state ond country 


ORMATION 


This form was composed entirely on a Vari-Typer forms design machine for offset 
reproduction. 
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XIX. FORMS MANAGEMENT 


tool to control paperwork. Behind any such pregram is the intent to re- 

duce clerical work through control of the design, quantity and construction 
of business forms. Its purpose is to exercise control over forms design and repro- 
duction to make every form as clerically efficient as possible. Properly designed 
forms improve the speed and accuracy with which forms are processed. 

These are the results you can expect from a good forms control program: 

1. Eliminate unneeded forms. 

2. Design needed forms to insure maximum clerical efficiency. 

3. Standardize clerical activities through consolidation of forms doing the same 
thing in different work units. 

4. Use forms as an effective audit of clerical procedures. If a procedure is 
changed, generally new forms are created, or existing forms are eliminated, re- 
vised, or the usage changed. 

5. Reduce printing and distribution costs. 

6. Put sources of supply and distribution under control. 

7. Develop a source for cataloging forms and disseminating forms information. 

. A business form is just a piece of paper with blank spaces for filling in data. 
This definition describes the form in its most confined sense. Look at forms as 
clerical tools, a method of communicating. This thing called a piece of paper 
is really an important clerical tool. It will benefit by the application of forms de- 
sign principles and, if studied, will frequently bring to light procedural problems. 
In short, forms are clerical tools, not just pieces of paper. They should first be 
reviewed in terms of clerical expense and then in terms of purchasing costs. 

A misconception frequently held is that the only objective of forms control 
is to eliminate forms. Actually it is just as important to create needed forms as 
it is to eliminate unnecessary forms. 

Where there is no informed and determined effort to control forms, surveys 
invariably reveal that 50% to 90% are deficient in design or reproduction to the 
extent of influencing clerical operations. Where there is no forms control, many 
forms duplicate each other. Different forms are used for the same purpose by dif- 
ferent work units. 

Practically all kinds of forms are increasing substantiaJly in usage. In the 
specialty forms field (continuous forms, unit sets, etc.), overall sales have in- 
creased from 90 million in 1947 to nearly 500 million in 1960, an increase of 
over 450%. There are many obvious reasons for this increase in paperwork. The 
expanding economy accounts in part for it, but there are other forces just as di- 
rectly responsible. The introduction of mechanical and electronic equipment pro- 
duces a greater need for paper. Expanding middle management, with its need for 
more detailed analysis of operations, greatly increases paperwork. 


A WELL-RUN forms design and control program is an effective additional 
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Te(News) All Department and Plant Managers de January 14, 1960 
Compony 
locetion Originating Dept. Office of the President 


Answering letter date 


Subject Establishment of a Forms Design and Control 
Service 





Gentlemen: 


One of the most important tools used in business communications is the 
business form. From a procedural point of view, forms are more than the 
dictionary definition - “Printed or typed documents with blank spaces 

for the insertion of data." They are pieces of paper designed to facilitate 
work. They are devices that can help achieve uniformity and simplicity 

in recording, transmitting, and reporting data for the company's operations. 


A preliminary review of our forms indicates that there is a great deal 

of duplication of forms reporting similar information, and, in some cases, 

useful information is omitted. This preliminary review also indicates 

@ need to establish a Forms Design and Control service within our Company. 

The objective of this program will be to exercise control over forms design 
and reproduction so that we can eliminate unnecessary forms and make every 

needed form as clerically efficient as possible. 


Our first step for establishing this program is to make an analysis and 
study of all the forms we are currently using. Please therefore send us 
five samples of every form used in your Department. A business form can 
be defined as any printed, typed, or hand-written document with blank 
spaces for the insertion of data. 


It should include all the office and plant forms, tags, labels, checks, 
envelopes, and all specialty forms - whether they are temporary or permanent, 
whether they are printed by commercial suppliers or printed in our ow 
duplicating departments. 


Please indicate on one copy of the form the estimated annual usage within 
the department submitting it. If a form is of a temporary nature, indicate 
the quantity used during its temporary life. 


It is not necessary to submit information as to how the form is used. We 
would like to receive them before March 26th. 


Very truly yours, 


WIE Sand 











Sample of a forms collection letter. 
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The lack of forms control also has had its effect in augmenting paperwork. 
Many companies lack a person or group to appraise objectively requests for new 
forms. Unfortunately, too many clerical workers and supervisors consider them- 
selves expert forms designers. 


ESTABLISHING THE PROGRAM 


Too many so-called forms control programs are little more than lip service. 
The backing for any effective program should emanate from the policy-making 
level. 

The most effective approach to any forms control program is to review the 
problem in its totality. This can be done most readily by coilecting all the forms. 
It is difficult to know the number and kind of forms being used until they are 
collected and examined. It is necessary to know what forms are in current use, 
how and where used, and in what quantity. This can be accomplished by building 
a functional and numerical file of all forms. 

The numerical file. After several copies (generally five) of each form are 
collected, all except one copy should be filed in numerical sequence—a folder 
for each form. This numerical file can serve as a work file in which you can 
keep additional samples, specifications, suggested revisions, etc. The usage of the 
form and the departments using the form can be recorded on the folder to enable 
you to determine the relative importance of the form. 
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A printed legal-size numerical folder that serves as a work file and forms usage record. 
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INTRODUCTION 





Definition of a Form 

Collection of Forms 

The Forms Design and Control Program 

Organization of the Forms Design and Control Program 


FORMS DESIGN AND CONTROL UNIT 





FORMS REPRESENTATIVE 





FORMS DESIGN AND CONTROL PROCEDURES 





Classification of Forms 

Procurement Procedure 

Procurement Chart 

Requests Originated by the Forms Design and 
Control Unit 

Requests Originated by Plants and Departments 

Forms Data Report 

Forms Numbering System 

Assigning of Temporary Forms Numbers 


FORMS DESIGN 





Requirements of Forms Design 
Elements of Forms Design 


APPENDIX 


Samples of possible Forms Designs and 
Consolidations 


Contents page of a typical company forms design and control manual. 
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FORMS DESIGN AND CONTROL AS A PROCEDURAL STUDY TOOL 


A good functional index is a useful tool that can reveal, not only areas for forms 
improvement and reductions, but areas that require procedural study. 





POTENTIAL 
PRESENT POTENTIAL FORMS 
CATEGORY AREAS FORMS FORMS ELIMINATED 





Redesign and Centralize Procurement 81 330 82 248 
Simple Consolidation 75 266 76 190 
Complex Consolidation 82 591 99 492 
Procedure Study Required 29 1157 sor 
Eliminate by Questioning — 60 60 
In Process 9 64 54 





TOTAL 


*approximately one-third. 





Paperwork control information available from a functional forms index. 





FUNCTIONAL NO. FORMS 
INDEX CODE IN FOLDER AREAS FOR PROCEDURAL STUDY 





158-0-14 20 Recording and reporting customer sales — District 
Sales Offices, Salesmen, & N. Y. Distribution Dept. 


158-106-15 Salesmen’s trip reports. 
167-44-15 Departmental expense reports. 


prin ie Plant Medical, Employment and Safety Departmental 


167-176-15 | activity reports. 


183-32-14 Hourly Employees temporary change of rates. 


186-1-14& 15 Recording and Reporting Employees attendance—all 
locations. 


186-176-14 } Employee safety records and reporting of safety 
186-176-15 { instructions. 


227-44-15 | Reporting and recording Employee Injuries, Casualty 
227-186-15 | Incidence, Injury rates and costs, Disabling injuries, 
227-0-15 | Single objective control, etc. 


251-0-18 92 Shift schedules, work, schedules and job manning 
schedules. 





Typical procedural study areas revealed by a functional forms index. 
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EMPLOYEE, ABSENCE OF, TO RECORD 
17 FORMS COMBINED INTO ONE 














A good functional file brings together forms serving similar purposes. 
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The functional file. If you have 300 forms, you probably do not need a func- 
tional file, but if you have 1000 or more, such a file will expose duplication and 
minimize chances of creating duplicate forms. 

The purpose of a functional file is to bring together all forms that do the same 
thing, regardless of what they are called or where they are used. Different forms 
doing the same thing are often referred to by different titles. Functional files 
should be based on similarity of purpose rather than similarity of physical format. 
Because of their similarity of purpose, the forms can be studied for possible con- 
solidation, standardization or elimination. The simpler a functional file is, the 
easier it is for it to successfully outlive changes in personnel. 

A variety of approaches are used in devising functional files. Since the term 
“functional” means different things to different people, there are numerous files 
which aze referred to as functional files. Here are a few: 

By physical specifications (tags, labels, envelopes, continuous forms, tab cards, 
etc.) This is not really a functional file, but one of similarity of physical format. 
It may be useful for procurement purposes, but it is not a functional file. 


By department, division, corporate. This may be of some value for systems 
or procedure studies within departments, divisions, etc., but of little value other- 
wise. It does not bring together forms doing the same thing in all departments, 
so:'that the problem can be seen from an overall viewpoint. Generally it will bring 
together too many forms under too few classifications, making awkward or un- 
manageable groupings. 

By business systems groups (sales, inventory, shipping, production, accounts 
payable accounts receivable, etc.). These subjects are not always self-definitive 
and should be defined. A typical definition would be: General Account- 
ing—forms that deal with general accounting, not specifically limited to accounts 
payable or accounts receivable, but including forms such as operating and revenue 
statements, profit and loss statements, balance sheets, trial balances, transfer vouch- 


ers, ledgers. 


This type of system has merit since it brings together all the forms in the same 
system, which is particularly convenient for cataloging and systems studies. These 
systems groups should be arranged according to the function performed, not ac- 
cording to the using department. The difficulty with this kind of system is that 
sometimes the terms are too broad and too many forms are brought together under 
each subject. If some groups have a disproportionate number (too few or too 
many), they should be combined or further divided into logical combinations or 
divisions. : 


By function (reports, records, transmittals, instructions, acknowledgments, 
etc.). “Function” used this way is practically a meaningless word and this is a 
rather useless type of classification. Generally, too many unrelated forms are brought 
together. It is more desirable to classify by those things you are reporting or re- 
cording, etc. For example, raw materials, machinery and equipment, etc. 
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By subject, operation or condition, function. Subject is the thing, person, or 
procedure that is the subject of the form. Operation or condition is the doing, 
action, or status of the form’s subject. Function is the purpose which the subject 
and operation is supposed to accomplish. For example: 


SUBJECT OPERATION FUNCTION 
Employee Absence of To Report 
Machinery & Equipment Inspection of To Instruct 
Materials & Supplies Status of To Report 
Savings Plan Payment of To Record 


The subjects particularly should be carefully selected and defined. The system 
has considerable merit provided the subjects are not selected arbitrarily, and can 
be tied in with systems groups, where practical. The subjects used should reflect 
the operations of the company, and will vary from company to company. 

This kind of functional file can successfully use both “by systems” and “by 
subject” groupings, and these should be defined. Typical definitions of a subject 
grouping and a systems grouping could be indicated: 

V ehicle—forms that deal with company operated trucks, buses and automobiles, 
whether rented or purchased. Forms dealing with fork trucks, cranes, bulldozers, 
etc., are found under Machinery and Equipment. 

Purchasing—all forms used as part of purchasing operation, whether the items 
being purchased are identifiable or not. Includes such forms as purchase orders, 
purchase contracts, purchase requisitions, receiving reports, requests for quotation, 
reports of purchases, etc. 

Unless most subjects are set up as a systems group, related forms are apt to stray 
and not come together on the basis of similarity of purpose. For example, it would 
serve no purpose to have a purchase order used for the purchase of raw materials 
grouped with other forms dealing with raw materials, in the hope of consolidating 
any of them. You accomplish nothing, except to permit the form to stray from 
the procedure of which it is a part. It is more likely that this purchase order can 
be consolidated with other purchase orders or other forms of the same procedure, 
such as combining the order with the receiving report. 


THE ORGANIZATION 


The forms design and control unit should be the central control point established 
to service all of the company’s plants and departments. Its service should cut 
across departmental and plant lines. It can be fitted organizationally in any one 
of several places. It can operate successfully as part of the procedures or records 
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administration departments because it is also a tool to control paperwork, and has 
more in common with these functions than any other. It can operate efficiently 
by functioning independently and reporting directly to the controller or treas- 
urer. Regardless of where it is located organizationally, the single most important 
factor to insure success is that it get the complete backing of top management. 

The FD&C unit should maintain complete form files. It should have a staff 
trained in the elements of good forms design and analysis. It may also have the 
equipment and facilities for forms copy preparation. 

Contacts between the form user and the FD&C unit should be made through 
appointed forms representatives. To obtain the highest degree of cooperation and 
control, individuals should be appointed in each major department or field location. 
Because these appointed representatives are familiar with the personnel and pro- 
cedures in the location they represent, they are of great assistance in obtaining maxi- 
mum efficiency in the operation of the program. 

The central unit has responsibility for controlling forms on a company-wide 
basis, whereas the forms representative has responsibility for controlling forms 
at his location by working with the central unit. This joint responsibility insures 
cooperation without which no program can function. 


Duties of the Forms Representative: 

1. Review, discuss, and pass upon all requests for new forms or revisions of 
existing forms originating at his location. Prepare, or have prepared, all pertinent 
data relative to these requests and transmit such data to the FD&C unit. 

2. Review, approve, coordinate, and comment upon all proposed form designs 
originated by the FD&C unit and submitted to his location. The approval of the 
forms representative should be required on all form designs before the form is 
placed in use. 

3. Advise the FD&C unit as soon as possible of any contemplated changes in 
existing forms or the discontinuance of any form used within his location. 

4, Disseminate all pertinent data, necessary for the program to function smoothly, 
to the personnel at his location. 

It is generally a good idea to prepare a manual that explains the program, and 
particularly the part the forms representativess play. 

It is also generally a good idea to have a meeting of all forms representatives 
of the forms improvement workshop type, at the time the program is officially in- 
troduced. The manual can be passed out at that time. 


OPERATING THE PROGRAM 
The FD&C unit should do the following to provide the essentials of forms 
control: 


1. Log in and schedule requests for service. 


2. Review all requests for new forms. Requests for forms design service should 
be accompanied by forms data report sheets (see page 158). 
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Every request for forms design service should be accompanied by a Forms Dato Report. 


FORMS DATA REPORT 





BE SPECIFIC: e.g. To schedule vacotions and 
give notice of specific time employees are on 
vocation. 
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Properly filled in, it will speed the forms design service and corresp 





If annual usage less than 5,000-order minimum of | year supply 
If annual usage 5,000 to 10,000-order minimum of 6 month supply 


If annual usage over 10,000  -order minimum of 3 month supply 
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Proper authorization is an important controlling factor 4 
Forms Representative should approve all requests. 








The forms data report is used to request the design of a new form. 
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3. Provide a forms design service. One of the primary objectives of any pro- 
gtam is to make every form as clerically efficient as possible by incorporating the 
accepted principles of good forms design. 

4. Prepare specifications for reproduction of forms. 

5. Maintain forms control files. 

6. Review functional file for consolidation and elimination of duplicate forms. 

7. Maintain and disseminate a forms catalog or other forms cataloging methods. 

8. Maintain a forms number register. This is a very important control. It forces 
the forms to come to the unit for assignment of numbers. 

9. Use functional file as a systems aid. 

10. Prepare progress reports. 

11. Control printing, warehousing and distribution of forms. 


FORMS NUMBERING CAN BE A KEY CONTROL 


There is no excuse for a form to appear without a form number, particularly 
since it can easily be printed on the form at the same time the form is printed. 
It is particularly helpful in identifying the form when it is received, issued, and 
referred to in written procedures. 

The simplest form number can be a number assigned in sequence from a 
register—1, 2, 3, etc. A form number can, however, tell you something about 
the form. For example, where the prefix letter identifies the physical form: E-123 
(envelopes); T-124 (tag); C-125 (continuous form). This system serves little 
or no real purpose and can get needlessly confusing. 

An alphabetical or numerical prefix to identify the location or locations 
using the form. For example, 260-26 or AB 26, where the prefix identifies a lo- 
cation. If location identification is important, this is fine. But generally, location 
identification serves little purpose. Most good forms control programs cut across 
departmental, plant and other organizational lines. 


A numerical or alphabetical identificaton of a systems group. For example, 
26-136 or SA 136, where the prefix identifies a systems group, such as sales or cost 
accounting, and the second part is the sequence number within that group. This 
brings together forms of the same systems group, which can be convenient for 
procedural studies and cataloging purposes within the classification. 


A numerical or alphabetical identification of a subject group. For example, 
186-26, where 186 would identify the subject with which the form deals, and the 
second part is the sequence number within the subject group. These subjects can 
be the same as those used in the functional file. Following this system, any nu- 
merical file becomes a self-indexing functional file by subject. 

A combination location and functional numbering system. For example, UC 
186-26, where UC identifies a corporate form as opposed to a division form,, 186 
identifies the subject (employee) with which the form deals, and 26 is the se- 
quence number within the subject grouping. 
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Revisions for any of the systems can be identified by a numerical or alphabetical 
sufhx. For example, 186-1, 2, 3, etc. or 186-A, B, C, etc. Revisions can also be 
kept track of by the date of the last revision appearing as part of the form number. 

There is no one best system for all purposes. It depends upon the size and 
the scope of the organization, and the forms control program. Generally, if you 
can provide a number which tells something without going to too much clerical 
work, you should do so. 


DUPLICATING vs. OUTSIDE PURCHASES 


Generally, you should print short-run jobs and buy long-run jobs. A short-run 
can vary upwards to 15,000 depending upon the size and scope of your duplicating 
facilities. 

Internal duplicating equipment and departments have developed and expanded 
in the past ten years to the point where they have taken away from outside printers 
most of the reproduction of simple, cut-to-size, short-run business forms. 

The development of such equipment as offset duplicators, VariTyper, and 
Xerox was a particularly influential factor in bringing this about. Internal dupli- 
cating departments provide an important and useful service, and can be particularly 
justified when there is work of a confidential nature or where there is a need for 
fast, flexible service. In addition you can save on forms purchasing costs in the 
following situations: 

1. Small usage. 

2. No common-usage corporate form printed on an accumulated basis. 

3. Small-usage forms peculiar to the using location. 

4. The cost of the form does not warrant the issuing of a purchase order. This 
is in keeping with Item 1. 

5. Outside sources are not conveniently available. 

6. For temporary forms and fill-in printings in case a supply unexpectedly 
runs out. 

There is the other side however. Very few duplicating departments review 
their costs completely and objectively. There is a tendency for many supervisors of 
duplicating departments to build up little empires. Their cost frequently means 
little more than the actual outlay for the cost of materials involved. What is over- 
looked or minimized is the administrative and general overhead. 


Forms that offset duplicating can do best are the more simple ones, generally 
8l,”x 11”, printed on one or two sides. But this kind of form is also the most 
simple for any printer or outside duplicating service. It is the kind of form for 
which there is very keen competition since anyone with capital to buy an offset 
duplicator can go into business. Printers who have to make a living at this sort 
of thing do not make more than 4% to 6% profit. There just isn’t very much to 
be saved. 


160 Manual of Business Forms 





Any printer trying to print large runs on an offset duplicator could not possibly 
compete with printers running the same form in multiples of four, eight, or 
16-up on a larger press. Take, for example, an intercompany letterhead which can 
be bought for less than $3M, printed in blue ink with company names and ad- 
dresses individually imprinted. These are printed, shipped, and invoiced in quan- 
tities ordered. The cost of the paper alone is approximately $2.25M, leaving 
$.75M for printing, packaging, handling, etc. Yet, we hear arguments frequently 
from offset duplicator salesmen that they can cut the cost of forms of this type 
by a third. If he cuts the cost one third, he would be selling letterheads for ap- 
proximately $2M. Paper alone costs $2.25M. 

There are many other arguments against the duplicator for forms printing 
purposes: 

© Generally, duplicating departments cannot obtain more competent help at 
lower wages than can one in the business of supplying forms. 

e Frequently, private duplicating centers are inclined to underestimate the cost 
of a job in order to build up the operation. 

© Idle time is costly. Even if the duplicator operator is given another type of 
part-time work, the cost of the equipment and the overhead expenses go on just 
the same. Generally, the cost of paper, ink, chemicals, amounts to 60% of the 
cost of operating a duplicating department. 

© To utilize idle time, there may be a temptation to do work on a duplicator 
that can be done much cheaper and better by commercial printers. 

e Some knowledge of paper and printing is necessary to avoid waste. A printer 
whose livelihood depends upon such knowledge can surely produce a better and 
less expensive product. 

There is a widespread misuse of office duplicating equipment for the production 
of forms and a complete disregard of the application of the form, which frequently 
results in a bad form in that it is a clerically inefficient working tool. 


REPORTING ACCOMPLISHMENT 
Progress can be measured and reported in several ways. The number of tre- 
quests received, forms eliminated, designed and revised can be very simply counted 
and reported, separately or combined. Savings in printing and distribution costs 
can be combined into a report: 





REPORT OF FORMS ELIMINATED 
WHICH WERE 
FUNCTIONAL CLASSIFICATION NUMBER REDUCED TO 


Employee, Absence of, To Report ....... 
Employee, Rating Of, To Report . 

Bank Check, Status of, To Report 
Injury-Illness, To Report, etc. 
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DEPARTMENT MONTHLY PROGRESS AND STATUS REPORT 


LOCATION REPORTING 





FOR MONTH OF 


UC PlasticsCompany |_November 1959 4213/53 





WORK PERFORMED | THIS MONTH TO DATE 





NUMBER OF FORM REQUESTS PROCESSED 





FORMS PROCESSED - NO CHANGES 





FORMS PROCESSED - REVISIONS 





NUMBER OF NEW FORMS DESIGNED 





NUMBER OF CONSOLIDATIONS 





FORMS ELIMINATED 





| 
REQUESTS HANDLED OTHER THAN FORMS 


a (ee ee) ee . 


aS a. 





DISTRIBUTION OF TIME BY DEPARTMENTS REQUESTING SERVICE 





DEPARTMENT REQUESTING SERVICE | PRODUCTIVE HOURS 





| 
Bound Brook : ae | 45 


Marietta. | 








A 





Ottawa, | 





—Development 





General Engineering 





Sales and Distribution 





Research 





TOTAL. 





























Savings in 
Injury-Illness Report 16 forms combined to 1 Printing Costs 
(combined annual usage 36,000) $150.00 
M&S Analysis Requests 19 forms combined to l 500.00 
TOTAL $ 650.00 





A form for reporting the progress by the forms design and control department. 
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Potential clerical saving (non-productive time released for more productive 
work) as a result of changing from loose forms and loose carbons to a carbon 
interleaved form can be estimated and shown this way: 





NATURE OF CHANGE SAVINGS 


8-part Purchase Order redesigned and con- 61.98 seconds per form 

verted to Unit Set from loose parts and loose Annual usage 100M 1721 hours 
carbons. Annual usage 100,000 sets. : ; 

Designed to fit window envelope. Time saved addressing 


100M envelopes @ 19.6 

seconds per envelope = 544 hours 
2265 hours 

2265 hours @ $2.00 = $4530 

Cost of new form .050 

Cost of old form .035 


Increased Cost 


O15 x 100M = 1500 
Net Annual Saving $3030 





Improved forms can lead to actual reductions in clerical payroll costs, which 


can be reported as follows: 





ADJUSTMENT PROCEDURE — REPLACEMENT, RETURN OR TRANSFER 


TYPINGS OF 
OLD PROCEDURE: RECURRING INFORMATION NEW PROCEDURE 


Repair operator opens package and 3-Part unit set. 

determines action. Typist does the 

following: 

Part I1—Receiving Report. 
Transcribes information to Re- ; Sis 
ceiving Report .. Part 2—Form Letter. 


Types Parcel Post. Label .. Part 3—Parcel Post Label. 


Addresses Form Letter and/or (Form designed to fit window 
Post Card . envelope.) 


Addresses envelopes ........ REDUCED TO ONE TYPING. 


a) Se 4or5 
Clerical Savings: 2 clerks reduced to I. Annual Savings: $4500. 





Potential clerical saving (non-productive time released for more productive 
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work) as a result of improved forms design can be estimated and shown this way: 





OLD FORM REVISED FORM 


Not designed to accommodate space bar Designed to accommodate space bar 
actions. actions. 


510 space bar actions @ .0036 minutes 77 space bar actions @ .0036 minutes 
each each 


Savings of 1.56 minutes per form or 26 man hours per M forms @ $1.50 hr. 
$39.00 per M forms 


Annual usage 50M forms= $1950 Annual Saving 
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XX. AUTOMATIC DATA PROCESSING 


work which necessitates reinterpreting and rewriting the same informa- 

tion. Many office operations can be reduced to a one-time operation 
by combining related forms into multipart forms or by use of duplicating masters. 
Carbon copies also are frequently used to save repetition. But there is an impor- 
tant difference between carbon or duplicated copies and automated data processing. 
Unless there is a common language from machine to machine, data processing is 
not automated since one or more subsequent typings are necessary. 

Tabulating is an example of common language machinery. Once information 
is punched in cards, all tabulating machines are activated by a common language 
—the punched card. Tabulating cards, however, do not always meet the require- 
ments of automated data processing through a common language, Tabulating does 
not always reduce data to a common language at the origin of a system. It cannot 
always process the data through the subsequent clerical steps without manual tran- 
scriptions. Frequently, key punching comes after other clerical operations have 
been made and the automation of data does not start until data reaches the tabu- 
lating department. Operations such as listing, typing, Teletyping, calculating, etc., 
have already been done. 

Automated data processing is the gathering of data at its origin; integrating, 
transmitting, and processing it on data processing machines. A variety of devices, 
some electronic, have been developed to increase the speed of data production and 
transmission. Attachments to typewriters, cash registers, adding machines, desk 
calculators and bookkeeping machines make it possible not only to prepare original 
documents, but to simultaneously produce perforated tape or cards for use in data 
processing and data transmitting machines. These can speed up the transmission of 
data over long distances. Unaltered, or easily converted, output from these devices 
is acceptable to many data systems of which the heart is an electronic computer. 

There have been many attempts to glamorize automated data processing with 
descriptive titles such as EDP (Electronic Data Processing) and IDP (Integrated 
Data Processing). Regardless of what it is called, the thing that is common to all 
descriptive titles is ‘data processing’, Common also is the important advantage 
of the phenomenal speeds obtainable in data and paperwork processing, and the 
advantage of making available information which previously was too costly to ob- 
tain or required too much time to accumulate. Mounting clerical costs, the increas- 
ing number of clerical workers, management's need and demand for more and more 
detailed analysis of operations are the motivating forces that justify the installation 
of these fascinating and costly machines that process data. 

Data for ADP is gathered from many diverse activities. Data collection occurs 
when a salesman writes an order, when a ticket is purchased, gasoline is charged, 
or when a utility bill is paid. The results of these transactions must be made avail- 


Ro were hi THE SAME DATA many times is a common element of office 
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\ = 
EDGE PUNCHED CARDS 


Automatic data processing system for a small business. 


able for subsequent data processing. All this basic information can be reshuffled, 
reclassified and rearranged in an endless number of combinations. If this informa- 
tion is systematically recorded on a tape, it can lead to reductions in clerical costs, 
improvement in information quality, and reduce the number of writings. 

In data processing machines, a common language is needed. If a record can be 
prepared in a common language the first time the information is handled, it can be 
used without recopying for subsequent data processing operations. Initial handling 
of information must be usable with subsequent data handling operations. 

Frequently, even the original typing of all basic records can be partially automatic 
through pre-recording repetitive information. In this way, a paper tape can aid 
in preparing a sales order where data recur frequently, such as method of ship- 
ment, credit information, special instructions, etc, 

A typical ADP installation stores data on a tape prepared at the same time that 
the original form is prepared. This punched tape is, in effect, a by-product of the 
original writing and serves as a common language between different machines for 
processing basic information. ADP is especially useful if all or most of the data 
to be handled is common to all forms. Repetitive data is written automatically 
at high speed. Variable data, not pre-punched, can be entered from a keyboard. 

Numerous units on the market will punch 5-, 6-, 7-, or 8-channel tape. Punched 
paper tape, as a data handling medium, is not new. It has been used to transmit 
(Teletype machines) typewritten data automatically. The use of punched tape is 
not restricted to processing data through one type of machine. It can be used to 
process data automatically through one or a number of different machines, locally 
or at a long distance. For this reason, punched tape is generally preferred as the 
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common language medium between machines. Once punched, a tape can be used 
to perform automatically any one or all four of the basic paperwork operations: 

1, Writing non-variable data on all forms. 

2. Arithmetical computations of the business system. 

3. Automate all addressing. 

4. Wire transmittal of data to other locations. 

Symbols and functions are stored in the form of codes made up of small round 
holes punched into the tape. These tapes can be prepared on an electric typewriter, 
adding machine, bookkeeping machine, calculating machine, cash register, and from 
pre-punched tab cards. Once prepared, tapes can serve several ways. They can 
be used to reproduce forms and other documents automatically on electric type- 
writers equipped with tape readers; they can be used to make punched tab cards; 
and they can be used to control many kinds and makes of office machines. 

Designing forms for data processing equipment necessitates a working knowl- 
edge of the various units. It is not necessary to be a machine expert to design eff- 
cient forms but, quite obviously, some understanding of the machines used in ADP 
installations is desirable. The best way to acquire this knowledge is from an equip- 
ment specialist, often readily accessible through the manufacturer. 

All features that contribute to good forms design, and the design of good clerical 
tools to assist the user, apply to forms designed for ADP systems. However, here 
are a few principles that particularly apply to forms intended for use on data proc- 
essing equipment. 

Invariably, ADP systems use several sets of forms which must be keyed for data 
and spacing. A good way to make sure that no common data is overlooked is to 
make a worksheet, and check each item under every form so you can determine 
which data is common. This will help in separating information which must be 
typed or entered manually from that which is automatically typed. Circle the items 
to be picked up by tape in one color, and use a different color for those to be man- 
ually typed. 

Forms Used 


Spaces Data Order Register Sales Order B/L Invoice 


Sold to X X X 
Ship to X X 4 
Order No. X X x 

Invoice No. 

Quantity X 


Forms should be keyed to each other for location of data, It is almost always 
necessary to redesign the forms involved when converting from a manual system to 
an automated one. It is desirable that the sequence of items and their relative po- 
sition on all forms are compatible with each other and the equipment used. For 
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Addressograph plate 


DOE, JAMES 
555 ANY STREET 
JOHNSTOWN 22 
PENNSYLVANIA 


Forms should be keyed to each other for location of data. 


example, if some data on a form is to be reproduced on a by-product tape for tape- 
to-card conversion, the item sequence on the form should be the same sequence 
as the item sequence on the tabulating card. 


Arrange data so that flow of writing is continuous from left to right and 
from top to bottom. When a straight line flow is followed, writing speed is in- 
creased and operator fatigue is lessened. The straight line principle minimizes ad- 
justments on an automatic typewriter which types at 100 or more words per minute. 

Use forms layout paper with proper spacing chart. 

Use common tab stops for different groups of data. Items should be aligned 
for a minimum number of common tabular stops. When a form is written on an 
automatic typewriter, tabular stops are programed in the program tape. If no 
thought is given to the arrangement of data and the location of tabular stops, diffi- 
culty may be encountered in programing, especially where the exact length of the 
entry (such as an item of description) cannot be determined. 

Determine horizontal and vertical space requirements. Each writing machine 
has a fixed number of characters per horizontal inch and a fixed number of lines per 
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Merginal stop. 


All typing begin@&, Iteme ere aligned vertically fer a minimum number of tah stops Ben 


at left margin. 4 





NAME OF ACTIVITY 
ADDRESS 
CIry AND STATE 


Writing flow is —s (Constant data, such ae activity 


continuous from identificetion, is preprinted. 
left to right and 


from top to 


bottom ———— = 1, CAPTION 2, CAPTION 3. CAPTION 4. CAPTION 














Variable data to 
be entered man- 
velly is grouped 
together for a 
minimum of 
switching from 
and to automatic 
typing. 











A form to be sent through the mail is designed for e 
window envelope to eliminate addressing envelopes. 





Entries with « b.ntries with an indeterminate number of 
fixed number of characters are aligned in the middle or on 
charecters are the right of the form when possible. 
sligned on the 
left when 
possible 














rrrrrr rT 


The column head arrangement is used when: 


Data to be pro- 
duced in a@ by- 
product tepe for 
tepe-to-card con- 
version are in 
the same 
sequence an the 
fields on the tab 
cerd. 

















5th item on card : 

















Basic forms design principles for data processing equipment. 
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Bai hia rie! —— ; Adding machines (above) as well as ac- 

The Flexowriter can produce hard copy and counting machines, etc., are available to 

punched tapes from punched tapes and produce a punched tape of data entered on 
variable data typed on its keyboard. their keyboards. 


vertical inch. The design of the form should take into consideration the writing 
method used to enter the data and the mechanical limitations of the equipment, The 
width of the form should be governed by the narrowest platen used in the system. 
Determine character spaces needed for each entry. Take into account such factors 
as the 80 or 90-column tab card and the 72-character line on Teletype equipment. 

Grouping of related data is particularly important for both speed and accuracy. 


Variable data entered manually should be conveniently grouped for minimum 
switching to and from automatic typing. By properly grouping data, the machine's 
operating speed and the operator's time are more fully utilized, and operator may 
have time for filing or extracting tape or cards or for other functions while the auto- 
matic typing is being done. If different persons or departments enter data at differ- 
ent times, the data should be grouped accordingly. 

Procedural instructions printed directly on the form remind the operator how to 
type it correctly. Operating procedures for writing original documents get compli- 
cated in ADP systems. The operator making the first tape or cards puts into the 


An electronic data proc- 

essing system consisting of 

a card-to-magnetic tape 

converter, central file 

processor, high speed 

serial printer and _ line 
printer. 
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Smaller computers, 
like this LGP-30, 
are bringing elec- 
tronic data process- 
ing intosmaller 
offices. 


common language the instructions to succeeding machines and operators. Printed 
aids and instructions directly on the form make it easier for the operator to follow 
the correct procedure, and provide a visible check that form and tape are correct. 

Flow Charting and ADP Systems. Flow charting is an indispensable tool for 
studying existing and proposed ADP systems, and particularly desirable for pre- 


senting proposed ADP systems to management for approval. Charts should be 
not only complete from a systems standpoint but also easy-to-understand. The sys- 


Alphanumeric opti- 
cal scanners can 
‘read filled-out 
forms and translate 
what is read into 
punched tape. 
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tem is much more easily understood when presented in a flow chart free of detailed 
technical engineering treatment. 


There is no one set of rules or symbols to chart ADP systems. 


However, most 


systems analyists have found the following type of flow chart easy to use and least 
confusing for management to understand. Across the top of chart is indicated de- 
partment or function. Every part of every form used in the system is drawn in and 
shown where and how each part is used. The chart proceeds from left to right. 


AUTOMATED ORDER PROCESSING FLOW CHART 





ORDER 


ORDER 
ACCAPTAMCL | «PROCESSING 


ORDER 
Enray 


Twx TAPE WO CARD 


OUTSIDE MILL 


TABULATING REPORTS 





lial 














FORMS 


4 mat ORDER FORM 
1. Orme ReCeRD Cory 
1 oF 
& Orem Cory 
4 CASON OOPRATELRT 


custromen 
comes 


& AUDITING GmTomER HE 
& DIVISION MANACER 
7 OWTRKT MANASER 
& PREGHT CONTROL 



































To SALes 
T? pivision 














ORDER 
1. Incoming order checked. 


2. Master edge-punched customer 
card and item card pulled from 
file. 


3. Cards fed into Flexowriter for 
automatic writing of order. Opera- 
tor types in variable information 
such as date, quantity, etc. 


4. Original filed with by-product 
tape which contains ideation 
from both pre-punched cards and 
keyboard. 


5. Packing and picking copies 
routed to shipping department. 


6. Picking copy returned to ac- 
counting department when order 
is filled. 


7. Original with tape attached is 


pulled, and invoice is prepared on 
Computyper. 
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INVOICE 


|. By-product tape is used as input 
on Computyper. Coded _instruc- 
tions in tape control which infor- 
mation is punched into a new by- 
product tape created simultan- 
eously with writing of invoice. 


2. Calculations made automatical- 
ly. From tape instructions or by 
program keys pressed by opera- 
tor, extensions, additions, deduc- 
tions, percent increases and de- 
creases, and totals are automatic- 
ally written on invoice in appro- 
priate places, 


by-product tape is 
tape-to-card con- 


3. Selective 
created for 
verter. 


ANALYSIS 


1. Selective by-product tape fed 
into tape-to-card converter. 


2. Cards processed on tabulating 
equipment can be manipulated to 
yield: 
a. sales analysis report by ter- 
ritory, by item, by customer, 
etc. 


b. salesman's report—current and 
cumulative by customer. 


c. Profit report — by product, 
total cost vs. total sales, etc. 
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Feet that must stand all day to accommodate their 

owner’s occupation put a frown on the face as surely as if 
they were directly connected. To keep a warm, enthusiastic 
smile on that face, even near closing time, the feet must 
receive proper support all day long. 


Hygienic Foot-Comfort Mats and Runners provide that support. 
They’re scientifically designed to distribute body weight, 

relieve back strain and reduce fatigue. Soft, but not 

mushy, they last for years — pay for themselves 

by increasing employee morale and efficiency. 


e A choice of marbleized colors 


eR ACHE 8) ALO to enhance your office decor 


@ Lengths and widths for any 


im < station 
e@ Smooth, easy to clean surface 


CUSH fe}. k- e@ Beveled edges for safety 


and appearance. 





See your office supply dealer or write to: 
THE HYGIENIC DENTAL MANUFACTURING COMPANY 


FLOORING DIVISION, DEPT. F, 
AKRON 10, OHIO 


For More Information Circle No. 121 
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ROGERSNAP STANDARD, 
CUSTOM & 
STOCK 


per Oorms best! 


STANDARD SNAPAPART FORMS avail- 
able with blue or black carbon for hand 
or machine use...up to six parts. 


CUSTOM SNAPAPART FORMS are 
designed to handle the most complex 
systems ... featuring premium papers, 
carbons, special inks and composition 
changes between sheets. 

STOCK SNAPAPART FORMS in a com- 
plete line .;. including Repli- Memos, 
Purchase Orders, Bills of Lading, In- 
voices and RogersnaP Carbon Second 
Sheets. 

CONTINUOUS SNAPAPART FORMS in 
regular continuous, carbon interleaved 
or marginally punched. Stapled, crimped 
or glued (conventional or Thermogrip ) 
on premium papers and carbons. 


SEE YOUR DEALER or WRITE 


OGERSNA 


BUSINESS FORMS 


P.O. BOX 10425 DALLAS 7, TEXAS 


For More Information Circle No. 188 
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any business machine, 
any business operation... 


Ever changing business requirements, and 
complexities may mean changing your 

business procedures. This requires more 

efficient business forms. 

We have, or can design to your specifications, the 
business form you require. Standard forms include: 





Kopy-Flo Continuous Tabulating Forms 
(stock, imprinted, custom, unfastened, stapled, Kopy-loc, pasted) 


Ready-Rite ‘Snap-Apart” one-time carbon and no carbon forms 
Peg-N-Post Bookkeeping Systems 

Autographic Register Forms 

Autographic Registers 

Salesbooks stock, standard, custom 


For additional information, write: 


Division of 
SESSeSse)) ComPTOMeETER 
sales hetaaisil CORPORATION 


General offices and factory 2105 “Y’’ Street, Lincoln, Nebr. 
DIVISION OFFICES: 
Denver, Des Moines, Chicago, Minneapolis, Kansas City, Wichita, Little Rock, Memphis, 
Phoenix, Albuquerque, Montgomery, Omaha, Miami, New York City, Los Angeles 


For More Information Circle No. 216 
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For Quality Business Forms 


For Better Service—For Experienced Systems Counsel 





CONTACT THE NBFA MEMBER NEAREST YOU FOR ALL TYPES OF BUSINESS FORMS 





ABC Business Forms, Inc. 
Jacksonville, Fla. 
Miami, Fia. 

Accurate Business Controls 
Appleton, Wis. 

Accurate Business Forms Co. 
Milwaukee, Wis. 

Advanced Business Forms Co. 
New Orleans, La. 

Alishouse Business Forms 
Erie, Pa. 

American Business Forms Co. 
Columbus, Ohio 

H. E. Arnold Co. 
Evansville, Ind. 

Associated Business Systems, Inc. 
Dallas, Texas 
Houston, Texas 

Atlantic Loose Leaf Co. 
Vhiladelphia, Pa. 


Don Barr Associates, Inc. 
Mansfield, Ohio 

Bay Business Forms 
Belmont, Calif. 
Modesto, Calif. 
Oakland, Calif. 
San Francisco, Calif. 
Santa Clara, Calif. 

Better Business =e Inc. 
Atlantic City, N. J 
Baltimore, Md. 
Washington, D. C. 

Better Business Forms, Inc. 

Cleveland, Ohio 

nny Blair Associates, Inc. 
Richmond, Va. 
Staunton, Va 

Bowman Business Forms 
Burlington, Vt. 
Manchester, N. H. 

Brady Business Forms Co. 
Lowell, Mass. 

Bill Brown = Co. 


Buffalo Business Forms, Inc. 
Buffalo, N. Y. 

Business Forms, Inc. 
El Paso, Texas 

Business Forms & Systems, Inc, 
Memphis, Tenn. 


Business Forms Sales’ Associates, Inc. 


San Juan, Puerto Rico 

Business Forms Service 
Bay City, Mich. 
Cleveland, Ohio 
Detroit, Mich. 
Middletown, Ohio 
Toledo, Ohio 

Business Forms Unlimited 
Atlanta, Ga. 
Macon, Ga. 

Business Suppliers, Inc 
Jacksonville, Fla. 


Certified Business Forms, Inc 
West Newton, Mass. 

Coast Business Forms, Inc. 
Seattle, Wash. 

Consolidated Business Forms, Inc. 
Hagerstown, Md. 


Cooke Business Forms 
Danville, Ill. 

Cooley Business Forms, Inc. 
Albany, N. Y. 
Binghamton, N. Y 
Garden City, L. I., N. Y. 
New York, N. Y. 
Rochester, N. Y. 
Syracuse, N. Y. 

Utica, N. Y. 

Copyco, Inc. 

Youngstown, Ohio 

Crowley’s Better Business Forms 
New Brunswick, N. 


Ecco Business Systems Co. 
New York, N. Y. 


Fisher Corp., Ltd. 
Honolulu, Hawaii 

The Flesh Co 
St. Louis, Mo. 

Freeland Business Forms Co. 
Roanoke, Va. 


Gatling Business Forms Co. 
Norfolk, Va. 
Portsmouth, Va. 

George Business Forms Co. 
Lewiston, Me. 

Portland, Me. 

Girard Business Forms Co. 
Bala-Cynwyd, Pa. 
Vineland, N. J. 


John Harris & Associates 
Moline, Ill. 

James A. Head & Co 
Birmingham, Ala, 
Gadsden, Ala. 

Gil Heiser Associates 
Selingsgrove, Pa. 

Horner Co. 

Wichita, Kans. 

Hossley Business Forms Co. 
Houston, Texas 


Indiana Business Forms Co. 
Indianapolis, Ind. 


Key Business Systems, Inc. 
Greensboro, N. C 
Winston-Salem, N. C 

Keys Printing Co. 
Greenville, 8. C 

Kyman Business Forms, Inc 
Cleveland Heights, Ohio 


Lamb Business Forms 
Minneapolis, Minn. 


Maco Business Forms C 
Peoria, ; 

McGregor & Werner, Inc 
Atlanta, Ga. 
Dayton, Ohio 
Harrisburg, Pa. 
San Antonio, Texas 
Syracuse, N. Y. 
Washington, D. C. 

Midwest Business Forms, Inc 
Chicago, Il. 

Moore Bros. Forms & Systems 
Miami, a. 
Orlando, Fila. 

Murray & Heister, Inc 
Washington, D. C 


a Business Forms Co. 

New England Business Forms, Inc 
Exeter, Conn. 

Glastonbury, Conn 
New Haven, Conn. 
North Quincy, Mass. 

H. W. Nichols Salesbook Co. 

Atlanta, Ga. 
Cincinnati, Ohio 
Dayton, Ohio 
Huntington, W. Va. 
Louisville, Ky. 

Nussbaumer & ( 0. 
Wilmington, Dela. 
York, Pa. 

Printed Products Corp. 
New York, N. 

Record Business Forms, Ine, 
St. Petersburg, Fla. 
Tampa, Fila. 

Rock River “ayinens Forms 
Rockford, 

R ~— |! Service 
Ogden, Utah 

Sahler kd Forms 
Des Moines, Iowa 
Omaha, Nebr. 

Scott Business Systems 
Passaic, N. J. 

Seipp Business Systems 
Coral Gables, Fla, 

Singer Business Forms, Inc 
Tampa, Fla. 

Southern Business Forms 
Fort Worth, Texas 

Standard Forms Co. 

Johnson City, Tenn. 

Standard Printing Co. 
Phoenix, Ariz, 

cson, Ariz. 

Superior Business Forms, Inc. 
Fort Wayne, Ind 
Grand Rapids, Mich 
Huntington Woods, 
Kalamazoo, Mich. 
Lansing, Mich. 
South Bend, Ind. 
Springfield, Ohio 

Suproco Business Forms Co. 
Richmond, Va 

Nelson Teeple Associate s 
Dallas, Texas 

Ross Themnesen Co, 
Denver, Colo. 

Thompson Business Forms Co 
Cedar Rapids, lowa 

Tingle Business Forms, Inc 
Indianapolis, Ind. 

United Business Forms 
Glendale, Calif. 

Utley Business Perms Corp. 
Greensboro, N. 

Gage Van Horn 
Odessa, Texas 

Weiner Business Forms Co. 
San Antonio, Texas 

Paul Wolfe & Co. 

St. Paul, Minn. 


Mich. 





OR WRITED 


NATIONAL BUSINESS FORMS ASSOCIATES 


409 East Broward Boulevard, Fort Lauderdale, Florida 


For More Information Circle No. 133 





The original Mylar reinforced tabbing... 


BR  carnsiannasiannansmsananarnnenaaanincnstii 


for every indexing need 


weibesc mnie. 


Transparent... strong... easy to use. . . color-keyed ... 
adhere to any material. . . the first index tabbing ever reinforced 
with DuPont Mylar© —imitated but not matched 





AVAILABLE IN 
A VARIETY OF STYLES 


INSERTABLES 
perfect-fit, completely transparent tabbing 
TAB PROTECTORS ‘ LS 
af new life and use for file folders 
easy attachment. COLOR SIGNALS....... ite 
ss permanent, non-slip and non-skid 
Colorful, easy-to-read Superior- | stock sets. ere 
Tabbies are ideal for indexing ....+.for the most common indexing needs 
. : 2 CUSTOM SETS. , 
manuals, catalogues, price lists and special titles pre-printed for special needs 


directories, as well as for on-the-spot TYPE-ONS - 
é ; a .. for easy-to-do, make-your-own headings 
use in all manner of indexing systems. 


Mylar-reinforced tabs which adhere 
to any material, even acetate or 
Mylar sheets. Pressure-sensitive, they 
combine the maximum in index dur- 


Superior-Tabbies are the acetate, | 
| 
| 
| 

ability and neatness with time-saving | 

| 
| 








Write for complete catalog 


Seen er en ee Pat. No. 2,893,144 
| * 
SUPERIOR= A Les 


e 900 North Franklin Street, Chicago 10, Illinois 


For More Information Circle No. 195 
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‘NOW YOU CAN ADDRESS 


MONTHLY STATEMENTS 


IN 1/3 THE TIME 


PRINTS FROM THIS 








attach a 


PRESS-ON MASTER PATCH 


to your ledger cards! 
SAVES YOU TIME! 
6 


Reduces statement 


as in the average office up to 


PREVENTS ERRORS! 
sses, transpositions of characters, 
Siodite etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements | 


and collection notices you can also ad- 
dress direct mail, service follow-ups, 
shipping labels, bills of lading and other 
office forms... all from your ledger 
card file. 


AS EASY AS “i, 2, 3” 


e Just tvpe the name and address ONCE on the | 


PRESS-ON MASTER PATCH. They're easily pre- 
pared in an ordinary typewriter... no special 
equipment required. 

e Attach the adhesive backed MASTER PATCH to 
your ledger card. 
existing records of any size or shape. . 
to change your present accounting system. 
e Address statements, month after month from your 
ledger card . . . Automatically! 


PRINT WITH THE | MACHINE COMPLETE $70: 00 
MODEL 60 Wi?H SUPPLIES Plus Fed. 
Master Addresser | FOR 500 ACCOUNTS Exo. Tax 


MASTER ADDRESSER COMPANY 
6500-MF West Lake St. « Minneapolis 26, Minn. 


For More Information Circle No, 151 
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Eliminates wrong | 


They press-on instantly ... to | 
- Do need | 


BONNAR-VAWTER, INCORPORATED 
96 Dunbar Street 


KEENE, NEW HAMPSHIRE 


=— 


THE ‘’ BEST-VALUE’’ BRAND 
PROMISES AND DELIVERS 


SERVICE 
QUALITY 
ECONOMY 


COMPLETE PRODUCT LINE 


COMPETENT REPRESENTATIVES 


DESIGNERS AND MANUFACTURERS 
OF BUSINESS FORM SYSTEMS 
KNOWN NATIONALLY FOR QUALITY 


KNOWLEDGE AND EXPERIENCE OF 
FORMS APPLICATION TO SYSTEMS 
PROBLEMS. 


For More Information Circle No. 150 





eliminates carbon paper 
eliminates chemical paper 


makes inked copies 





Dupli-Typer Ribbon At- 
tachments for typewrit- 
ers increase production, 
reduce costs on continu- 
ous form work. 


Dupli-Typer Bookkeeping 
Machine Attachments 
eliminate carbon jackets, 
provide visibil 





ity of en- 
tire journal sheet. 


FASTER ¢ CHEAPER @ CLEANER e BETTER 


Dupli-Typer Corporation 


| 456 Park Avenue South, New York 16, N. Y. 





For More Information Circle No. 152 
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A ‘‘FREE’’ ITEM CAN COST A WHOLE LOT. 
UNCLE SAM'S I.R.S. DIVISION WILL PROVIDE 
YOU WITH ALL THE GRATIS WITHHOLDING TAX 
FORMS ‘'W-2'’ THAT YOU CAN CARRY. HOW- 
EVER, IN ORDER TO PUT THEM TO USE, YOU 
MUST INTERLEAVE THEM WITH CARBON PAPER 
USUALLY YOUR EXPENSIVE CORRESPOND- 
ENCE VARIETY), JOG THE MULTIPLE PLIES TO- 
GETHER, CAREFULLY INSERT IN WRITING MA- 
CHINE SO AS TO PRESERVE PROPER ALIGN- 
MENT AND THEN TYPE THE NEEDED DATA IN. 
CLUDING YOUR FIRM’S CORPORATE NAME, 
RBORESE AND SOCIAL SECURITY ACCOUNT 
NUMBER 

NOW COMPARE, BONNAR-VAWIER'S GOV- 
ERNMENT APPROVED W-2 FORM CAN BE PUR- 
CHASED IN AS SMALL AS 500 LOTS OF 5 PART 
SETS FOR $9.73. 


(4 PART AND 3 PART SETS COST EVEN LESS). 
AND, THEY COME COMPLETELY ASSEMBLED 
WITH CARBON PAPER IN CONTINUOUS FORM 
STYLE WITH YOUR IMPRINT ON EACH AND 





EVERY FORM, 


THEY FUNCTION SPLENDIDLY ON PUNCH CARD 
ACCOUNTING EQUIPMENT TOO. BEST GET IN 
TOUCH WITH US. 


BONNAR-VAWTER, INCORPORATED 
96 DUNBAR STREET 
KEENE, NEW HAMPSHIRE 


For More Information Circle No. 168 





A 
CARBON 
2p FOR 
z EACH 
AND 
EVERY 
REQUIREMENT 
OF THE FORMS PRINTER. 


CARBON WEB CORP. 
P.0. Box 1591 
Cincinnati 1, Ohio 
Telephone: HE 1-5883 


Ts) 
L 
we 
A 
T 

















For More Information Circle No. 169 
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BET ON A PAIR OF TRAYS 


For efficiency in copying 
machine statement systems.. 


Also Posting Boxes, Special Size 
Trays and Stands, and Indexes. 
Write for complete information 

on sizes and prices. 


MEAD-LEE Associates 
SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT 





essouanis 


1721 Elmwood Ave., Buffalo 7, N. Y. 


For More Information Circle No. 170 
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the 1-2-3 of 





forms 
superiority 


ie 


1 First point of quality, of course, is our complete line of 
““Snapset’’ unit and ‘‘Tabset’’ continuous forms, plus 
quality tabulating cards—all precision-manufactured in 
our two modern plants. 


2 Next comes the expert systems-engineering aid offered 
by a uniquely qualified staff in each ABS district office. 


3 Finally, consider the ABS specialty items: ‘‘Snapset”’ 
Automatic Feeders—a press of the button and a new 
““Snapset’’ form is accurately inserted in the typewriter; 
“Snap-A-Lope”’ and ‘“Tab-A-Lope’’ forms with built-in 
pockets for card and tape filing or mailing; plus other 
“specials’’ developed to meet particular systems needs 
—tomorrow's need may be yours. 





DOESN’T IT MAKE SENSE TO SEE THE MAN FROM 
ABS BEFORE DECIDING ON A FORMS SUPPLIER? 


If you’re not 
receiving ABStract, 


AMERICAN BUSINESS 


SYSTEMS, INC. 


2929 B Street, Philadelphia 34, Pa. 


DISTRICT OFFICES: 
Philadelphia 628 W. Rittenhouse St., Victor 8-6400 
Baltimore 709 Frederick Road, Ridgeway 4-2100 
Boston 80 Boylston St., Rm. 743, HAncock 6-2215 
East Orange, N. J. 110 Halsted St., Orange 3-4300 
New York City 19 West 44th St., YUkon 6-3220 
Pittsburgh 2101 W. Liberty Ave., Fleldbrook 1-9797 
Wilmington, Del. 801 Washington St., Olympia 5-5143 


the monthly ABS 
publication containing 
interesting procedural 
case studies and 
reviews of new 
equipment and 
books, call or 

write your nearest 
ABS office to put 

you on the 

mailing list. 








For More Information Circle No. 112 
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For half a century, A&W has been 

&F the printer’s most dependable 
supplier of process-proven products, 

with consistent high quality and 

SERVING PRINTERS flawless results. You can count on 


SINCE 1908 A&W to make the best impression! 


ALPHABETICAL 
OFFICE FILE 


ls i ° i Ay ° : a ceamenaaet 
rm n ~ cn Sa 


CARBON PAPERS j 


(ROLLS AND SHEETS) : “ De 
Available in the following types: . fa a 


SCANNING « PENCIL / bt 
AREA COATED « PROCESSED “< 
RED OR GREEN 
THERMO-FAX BLUE P : 
BOOK PAPERS Al 
CARBON INTERLEAVED 
NEWS STOCK 


INTERCHEMICAL Corporation 
Copying Products Division 
417 East 7th Street 
Cincinnati 1, Ohio 
For More Information Circle No. 114 
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MANUFACTURERS OF 


UNUSUAL BUSINESS FORMS 


- ROTARY SNAP-SETS, 
COMBINING ANY OF THE FOLLOWING: 


* Needle Sort Forms 

* Tab Cut Cards 

* Verticle Visible Cards 
* Cabinet Visible Cards 
* All types special die cut or punched cards 
* Spot Carbon 

* Printed File Folders 

* Translucent Masters 

* Pegboard Forms 

* Offset Masters 

* Different Stub Lengths 
* Special Constructions 


_SINGLE CARD FORMS, 


SSS SRN 


Ledger Cards Precision Printed and Tabbed 
Bank Signature Cards 
Tabbed Cards for all purposes 
Special punched cards for all types of equip- 
ment including verticle, flat and pocket visible 
® Cycle Billing Ledger Cards 
* Cycle Billing Flashers 
¢ All cards rotary cut for fast filing and finding 


OTHER SPECIALTIES 


* MICR Checks 
* Machine Bookkeeping Forms 


¢ Magnikol — space saving glides 


WRITE IT ONLY ONCE 
COMBINE YOUR CARDS OR OTHER FORMS IN KotterSnap SETS” 


a —~ ee | Y 

Koller & Smiths ompany, Inc. 

160 JAY STREET ° BROOKLYN 1, NEW YORK 
ULster 8-8900 


For More tnformation Circle No. 222 
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FORMS USERS and MANUFACTURERS! 


Here's the perfect answer to your 
MULTIPLE COPYING PROBLEMS 


COBALT BLUE PROCESS 


Another Fine Product from 


@® 


OLD TOWN CORPORATION 
750 Pacific Street, Brooklyn 38, N. Y. 
© carbon papers @ inked ribbons 
© spirit duplicating machines and 
supplies © copying supplies 


NON-BLEEDING 
NON-STAINING 
NON-MIGRATING 


DUPLICATE CARBON 
ON THE MARKET! 


Whenever your copying requirements exceed that 
which are provided for by your present multi-sets, 
remember, Old Town Duplicating Carbon Masters, 
Old Town Spirit and Old Town C.B.P. 

We’re always ready to supply you with stock tab 
Carbon Masters ready for immediate shipment. 
Inventories of stock duplicating carbon 93x11”, 
147x842” and 147%x11” 

FORMS MFGRS.: We have an attractive offer 
on stock continuous forms with the right car- 
bon set-up to meet the most rigid requirements. 


Please send complete information and prices on: 
1) C.B.P. Dup. Carbon Masters | 0.T. Spirit 
We are classified as [_] Forms Printer Forms User 


NAME 
COMPANY. 
ADDRESS 


For More Information Circle No. 198 
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Forms preparation integrates 
with Shipment addressing 


pny LP Cee wat 
BER MARKING Sys rp 
STE 

WEOER InOUSTAL A ood 

: CT, Witnor 


SYSTEM +1 


‘‘Tab-on" stencil over ship-to area 
of forms. Cut stencil and type form 
in one operation. Saves clerical 
time, speeds-up shipping and elim- 
inates addressing errors. 


SYSTEM +2 


Use continuous form stencil on 
typewriter or any office equip- 
ment for fast, uninterrupted typ- 
ing. Ideal for tape-operated and 
automatic tabulating machines. 


™ Send either style stencil with order 


to shipping and 


STENCIL ADDRESS 
DIRECTLY-TO-CARTON 


with Weber handprinter. Fast, 
easy operation; address 60 cartons 
per minute. Saves time, speeds 
shipment. Write for complete in- 
formation on integrated multiple 
carton addressing systems. 


Weber Marking Systems 


DEPT. 43-E 


MARKING SYSTEMS 


Sales and Service in all Weber Industrial Park, Mount Prospect, Illinois 


principal cities 


For More Information Circle No. 178 
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pre etetan 
Puy hery 


How to Please the Boss... 


SAVE EXECUTIVE TIME © REDUCE REFERENCE ERRORS ® BUY NEW 


ETH BAR a FORMS 


When reports go to “The 
§ Boss”, why not make them 
~ error-free, more readable, 
é quick and easy to use 
* for comparisons and figure 
@ analysis. Everyone will be 
pleased. New Hano 
VERTI-BAR Tab Forms 
with shaded vertical or hor- 
izontal columns are the 
answer. They are worth 
looking into right away. 


~ > 


RES 


FREE SAMPLES | Sh qae a olu eg] ris 


Please send FREE Sample Packet No.1310 
PHILIP 


. Company 
Main Office and Factory 


Street 
Holyoke, Massachusetts 





Branch Plant — MT. OLIVE, ILLINOIS 
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This Book Can Make Money For You 


Send for Your Free Copy 


Business form buyers will find many money and time-saving ideas in this booklet. 
Among its contents are five pages of interesting examples of how Watts Business 
Forms cut costs and processing time, an outline of what to look for in a good 
business form and illustrations of the basic types of forms available from Watts. 


ranging from simple cards and tickets to complex data processing forms. 


\ Watts representative will discuss any forms problem with you, whether it 


involves a single form or a complete system. 


| Lalita 


BUSINESS FORMS 


DIVISION OF ALFRED ALLEN WATTS CO., INC. 
216 William Street, New York 38, N.Y. Styertowne Road, Clifton, N.J. 
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a 
FORMS. 
Ice ° ETRUCTIONS, 
e D MANY OT 


. £ OFF 


¢ LLETIN 
Bu BLANKS 


Stencil duplicating has come a long way! 
New developments in the duplicating 
method — as offered by Tempo — vastly 
broaden the versatility and usefulness of 
the process. 


You get finished copies for as little as 
14¢ per copy on lots of only 50; 44¢ on 
runs of 1000. Just think of all the time 
and money you can save by producing 
all types of fine copy in your own office. 


© 1961 MILO HARDING COMPANY 


Write us, on your letterhead, for more 
information showing how the Tempo 
duplicating process can help you pro- 
duce this great variety. 


Manufacturer of everything for 
stencil duplicating 


MILO HARDING COMPANY - Est. 1904— 219 Tempo Bldg., Monterey Park, California 


Los Angeles ¢ Pittsburgh ¢ San Francisco « 


Washington, D.C. ¢ 


Mexico D.F. and dealers everywhere 
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Have you got a PAPER TIGER’ 
in your E. D. P. System ? 


a NEW BOOKLET 
peril ess ees §8€=—_ SHOWS Solutions 
ok ey SL Sytem for common 
problem of all 
DATA PROCESSING 
INSTALLATIONS 


Learn what one EDP manager did when he found his program 
crippled by a “paper tiger.” Read how these common ailments 
of high speed data processing can be isolated and cured: 


Faulty form feeding 

lilegible carbon copies 
© Printer down-time for reloading 
e Excessive manual forms handling 


If you, too, have a “paper tiger” attacking the efficiency of your EDP or 
Punch Card System, send to-day for your copy of this enlightening booklet. 





IN AUTOGRAPHIC BUSINESS FORMS, INC. 
business forms | 45 EAST WESLEY STREET * SOUTH HACKENSACK, NEW JERSEY 





Please send me a copy of your new booklet, “How I Tamed the 
Paper Tiger in My E.D.P. System.” 


Name 





Company 





Street 





City 
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“You don't throw the negative away?” 


“No—Copycat gives us 


up to 10 copies from 


each negative!” 





Copycat’s patented spray process gives you 
more copies... better copies of anything 
...and for as little as four cents each! 


--<it’s the world’s fastest photocopy ma- 
chine—bar none! From start to finish, in- 
cluding all paper handling, Copycat’s 
deluxe new wall model gives you finished 
ready-to-use copies in 12 seconds. 

What’s more, because of its patented 
spray process, Copycat’s deluxe wall 
model will give you up to 10 crisp, clear 
copies of anything from one negative! 

No other photocopy machine can of- 
fer as many copies—a feature that alone 
will cut your copy cost to an average of 
four cents each—and repay the initial 
investment in no time. 

The key to Copycat’s speedy produc- 
tion of quality copies is its patented spray 


National distributor of Gevaert photocopying materials 


CAL corporation 


Copy 


process. No open trays of developer are 
used—Copycat utilizes a tank, from which 
developer is pumped and sprayed and re- 
turned to the tank. 

This gives faster, more uniform distri- 
bution of developer and prevents spilling. 

Moreover, unlike other photocopiers, 
Copycat can be mounted on the wall, to 
save valuable desk space (or placed on 
the desk, if you wish). 

If you are less than enchanted with 
present-day copying methods, annoyed at 
rising costs, messy developers and fuzzy 
copies—look into Copycat. Write or ‘phone 
for a free demonstration in your own of- 
fice. Absolutely no obligation. 


200 Park Avenue South, New York * Phone: ORegon 4-5582 
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YOU'RE WELCOME TO 100 YEARS EXPERIENCE 
IN THE MANUFACTURE OFsB SINESS, FORMS 


Tabulating . . . Continui Cne-time Carbon . . _ Salles Books | 
Manifold Books’) tapVouche! «Stock Forms i 


Whether your needs are simp _ortor 

cision machine functions, they are made at ofieor more of the 
strategically located Sturgis-Newport plants. ‘Availability, service, 
te inomy and experience are the “buy. word upon which Sturgis- 
‘Newport-customers have relied. and Weordore™™ through the years. 


We'll appreciate your specification of SN forms. 


National Carbon Coated PaperCo. Newport Business Forms Co.,Inc. 
Sturgis, Mich. Newport News, Virginia 


, al — EWPORT 
P.O. BOX 976 Newport News, Va. 


Selling Exclusively Through Dealers 
For More Information Circle No. 194 
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= FIND A RHIWO, OF FIND 
-A RECORD, THE RIGHT GUIDE 
K 


SSE NUDAL.. 


Follow a Diebold guide to more efficient record filing 
and finding. Diebold, as a manufacturer of every 
modern kind of record handling equipment, has 
developed guide systems for every kind of 
application, can develop specialized guiding 
systems tailor-made to your operation. Call on 
a Diebold Systems Specialist . . . his advice 

costs you nothing . . . can be priceless. 


A few of the exclusive Diebold guide developments 
available to you.. 
* Tilt-Tab guides for shelf files 


* A#BC-Alpha-Numeric Block Caption Guiding System 
> Revers-A-Tabs for card file guides 


* DANS—Diebold Alpha-Numeric System for 
account numbering 


* Mylar-laminated guides. 


write today for the 
DIEBOLD } 
GUIDE oe 


BOOK 


DIEBOLD | 


O R POR AT 


CA MEEN “16 
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A SYMBOL OF QUALITY, Business Forms 


ABILITY 4N° SERVICE Printing Co. Co. 
»— > 


BUSINESS FORMS 


specializes in the following forms 





* Continuous Marginally Punched 
LL) ~ * Data Processing 
; Custom Designed Snap-Outs 





MODERNLY EQUIPPED TO PRINT THE 
BEST FORMS FOR YOUR EVERY NEED 


« Serving the Southwest «+ 


LOS ANGELES, CALIF. SAN DIEGO, CALIF. 
2814 ROWENA AVENUE, SUITE ONE 2950 NATIONAL AVENUE 
DUnkirk 4-6608 BEImont 9-1395 


DEALER INQUIRIES INVITED 











For More Information Circle No. 113 





An open letter to Data Processing Department Supervisors: 





Do you ever find yourself in the embarrassing position of being out of forms... 
OR...do you ever want to start a new program and need forms “‘right now?” 


ys 





Our business is filling this need. Shipment of marginally punched continuous 
forms on a 72 hour basis is normal to us. Even 24 hour service is available, 
and air freight is very practical. 


O 





Printing is custom quality and a wide range of paper sizes and grades are on 
our floor to meet your needs. Stocks include check safety papers, off-set mats, 
spirit masters, continuous tabulating cards, continuous envelopes, etc. 


O 


ee 





Magnetic ink encoding on both new production and existing checks is a normal 
operation. 


O 





O 


There is probably a very well qualified independent dealer representative in 
your area to give you on-the-spot help with your problems. Prices are not pro— 
hibitive. 





continuous forms, inc. 


4480 CASS - DETROIT 1, MICHIGAN ~ TEmple 1-9080-1 


. 
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DASHEW EQUIPMENT IS THE KEY 
TO SPEED AND ACCURACY IN 
SOURCE DATA PREPARATION... 
MAKES YOUR SYSTEMS MORE 
EFFICIENT, ESPECIALLY IN THE 
AREA OF REPETITIVE WRITING. 


Self-copying embossed and/or code punched metal and plastic plates keep track 
of people and things. 





Electronic and manual embossed plate imprinting equipment...lowest cost 
addressing systems. 


Introducing The New Printapunch r 3 New Readers for 
... A Source-Punch Imprinter. Input Applications 


Can be used for practically any 
application, in any industry, to 
create at the source an im- 
printed and code-punched 
business form ready for data 
processing. 


Low cost instal. ' 


lations—punched 
card — edge- 
punched or tape 
readers. 


TO GET MORE INFORMATION ON DASHEW METHODS, 
WRITE TODAY. PLEASE SPECIFY INTEREST. 


Offices and Service Bureaus in Principal Cities 
1D) DASHEW BUSINESS MACHINES, ING. 


3605 Lenawee Ave., Los Angeles 16, Calif. - Cable Address: Dashews 
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Manual of Business Forms 195 





Rising 
“FINE PAPER 
AT ITS BEST” 


MEETS TODAY'S HIGHEST 
BUSINESS FORMS STANDARDS 


Quality proves itself your most econom- 
ical choice, when you select one of the 
fine Rising papers described below. Take 
advantage of Rising’s long-established 
reputation for cleanliness, consistency, 
performance. Make “Fine Paper at Its 
Best” a staple in your organization. 
Samples on request. 


Rising No. 1 Index, 100% C.F.* 
Clean and outstandingly permanent. Ideal 
for records and cards which must be 
punched, handled, processed and preserved. 


Rising Parchment, 100% C.F. 
Crisp and clean, with great permanence. 
Dignifies letterheads, and finds wide use for 
contracts, franchises, policies, etc. 


Rising Bond, 25% C.F. A modern, 
brilliant white sheet for letterheads and 
interoffice communications. Also available 
in soft pastel colors and Opaque. 


Rising Line Marque, 25% C.F. 
A distinctive paper, with a unique laid 
antique surface. A smart letterhead selec- 
tion. In white and 5 pastel colors. 


Rising Winsted. For direct mail and 
interoffice correspondence. Excellent print- 
ability, bulk for weight, and superior 
folding qualities. 


Rising Winsted Glo-Brite. A bright, 
bright white, gleaming sheet that offers 
compelling direct mail opportunities and is 
a first-choice for cut cards. *Cotton Fiber 





RISING PAPER COMPANY 
HOUSATONIC, MASSACHUSETTS 
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Now you can 
ASSEMBLE and 
GLUE your own 


short run 
forms jobs 
PROFITABLY! 








PACEMAKER, JR. 
portable 


TIPPER-COLLATOR 


Assemble and spot glue your 
own multi-copy forms at prof- 
itable speeds of up to 1850 
sheets per hour. Light weight, 
the Pacemaker, Jr. can be put 
on any desk or table and the 
- job run off in no time. See 
this inexpensive unit, today. 


SEE THE PACEMAKER 
FLOOR MODEL, TOO! 
(i Write today for details! 


SUPER SPEED, Inc. 


742 S. Sherman St. © Chicago 5, Ill 
Phone: 922-1507 
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> ee Single Pedestal 


= 
a 


c" acd sea . . Rotor-File Desk 
Addy 38 4 


Data Cord wad File 


NEW PROFITS 
with WASSELL WORK 
Multiple — Desk Rotary ORGANIZERS 


CS ROS aS eS “8 Wassell revolving files bring the 
work to the clerk: 
¢ Turn walking hours into 
working hours 
¢ Save up to 50% of filing time 
¢ Increase accuracy, efficiency 
and clerk morale 
And another big saving: Wassell 
Work Organizer revolving files save 
° up to 40% in floor space. Send 
, , for your free literature on Work 
Organizers for the Sixties. 


Corres-File 


WASSELL ORGANIZATION INC. 


WESTPORT, CONNECTICUT 
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Fairfax _ 
Business 
Forms 


HACKENSACK, NEW JERSEY 


For More Information Circle No. 162 
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THE FORMS YOU NEED 
DESIGNED 





SPECIALISTS FOR 30 YEARS IN THE DESIGN & MANUFACTURE 
OF CARBON-INTERLEAVED BUSINESS FORMS. 


Producers of 
Tabulating, continuous strip & Snapout one-time carbon forms. 
Specializing in the Manufacture of 
PASTED-STUB CONTINUOUS FORMS 
Offices in Principal Cities — Call Your Local Office or Write 


THE SNAPOUT FORMS CO. CHARDON, OHIO 
5 MODERN PLANTS TO SERVE YOU 
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CMeDSreky am UNGUMMED LABEL SPECIALISTS 


TRADE MARK 


EQUIPMENT CO., INC. 


show you how to 


$TOP LABELING WITH DOLLAR BILLS 


in? simple steps 


1 USE MULTIPLE-PART UNIT Apply UNGUMMED 
SETS or CONTINUOUS + i SHIPPING LABELS 
FORMS (including NCR) for = : with time-saving 
your invoicing procedures. 
Use one ungummed sheet as the GLUE-FAST LASEL GLOERS 
PACKING SLIP — SHIPPING Ly Fast — $18.50 
LABEL combination, thus $85 Efficient — FOB, N. Y. 
eliminating cost of preparing Economical 6” Model 


shipping labels and the labels themselves. For gluing has we —. - 





NOW! Special ‘“Glue-Fast” glues — TRY IT FOR 10 DAYS! 
' “ oe hs oan FR c - No Obligation 
or Punch Cards (! emington-Rand, etc Write today on your letterhead 


© Do not discolor goldenrod papers! 


GLUE-FAST EQUIPMENT CO., INC. orm white street, New York 13, N.Y. 
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ANSWERS 
TO WHO 
WHEN 
WHERE 
WHY 
HOW 





Simplex Time Stamps are used in 
countless business applications and help 
control the flow of all correspondence 
They are a ‘‘must” in mailing departments 
and wherever messages, work-in-process 
forms or materials slips are passed along 

Consult the ‘Yellow Pages” for the 
Simplex office nearest you. 


SIMPLEX TIME 
RECORDER CO. 


; —— 
Sipe GARDNER, MASS. 


For More Information Circle No. 163 


Necake Sb Pago e 764i 





Since 1887 


System 


Check 





L  ivision 








HARDING and HARDING 
GRAMERCY 5-3477 
PRINTERS FOR THREE GENERATIONS 


Manufacturers of One-Time Carbon Forms 


me E23 Sh PBeGOws Pagie 
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For clear, clean, fast reproduction 
from direct-print copy machines, you 
need the translucency and uniform 
quality of Ripcomaster—master copy 
whiteprint paper. Meets rigid stand- 
ards for business forms, waybills, 
drawings, and general office copy 
usage. Giving good visual opacity and 
contrast, it permits highest ultra- 
violet light transmission resulting in 
sharp copies. Ideal for writing, era- 
sures, and for precise printing 
necessary in form production. Try 
economical Ripcomaster. Send for 
your free sample folder. 


RIPCOMASTER 


MASTER WHITEPRINT PAPER 


—_: Rhinelander 

@. Paper Company 
° Rhinelander, Wisconsin 
Division of St. Regis Paper Company 
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2 
DO YOU KNOW WHY 


ACCOUNTANTS’ SUPPLY HOUSE 
SELLS FOR LESS? 


Because A.S.H. manufactures 
many of the items you use and 
sells them directly {we have no 
salesmen) to you! Here's a par- 
tial listing of some of the items 
we manufacture: 


W-2 For ms & Form 1099 

. Looseleaf Ledger Sheets 
Looseleaf Columnar Sheets 
Columnar Worksheet Pads 

Ring Book Columnar Pads 

Ring Visible Forms 

. Looseleaf Business Forms 
Employee Earnings Forms 
Payroll Books 

Machine Posting Forms 

11. Translucent Columnar Pads 

12. Translucent Tax Forms 

13. Snap-A-Tax Federal Tax Forms 
14. Snap-A-Part Business Form 
everyaay stationery tems fr 
Petty Cash Pads to a Time Sheet. 


I. 
2 
3. 
4. 
5. 
rs 
7 
8. 
9 

i0. 


OUR FREE CATALOG IS YOURS FOR THE 
ASKING. WRITE ON YOUR LETTERHEAD 
FOR YOURS TODAY AND SEE FOR YOUR- 
SELF WHY A.S.H. CAN SELL FOR LESS! 


DEALER INQUIRIES INVITED 


Pet eesee eee eeee e828 See eee eee 


ACCOUNTANTS’ SUPPLY HOUSE Be 


518 Rockaway Ave., Valley Stream, L.!., N 


g LJ Send Free Catalog. 


80 Circle nu mbers of samples wanted: | 
@5678 9 10 12 13 14 


re) 
~ 


y 4 
> 
= 
m 
a 


= 
ye] 
= 


ADDRESS 


; CITY STATE 
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Order from your dealer, printer or 

stationer. Ask for FREE Transkrit 

Specimen Portfolio — chock-full of 

ideas, samples, including magnetic 
ink encoded checks. 


TRANSKRIT cope 


NATIONWIDE SERVICE THROUGH DEALERS EXCLUSIVELY 


704 Broadway, New York 3, N. Y. » GR 7-6700 
633 Plymouth Ct., Chicago 5, lll. » HA 7-0247 





For More Information Circle No. 102 


Now secretaries can resi 
easier when they make an occasional error— 
with SNOPAKE on the job. It’s a marvelous 
new white o = that is flexible, easy 
to apply an ngly fast orn. Merely 

int over AL error with SNOPAKE, let 
for an instant and then “a ht over 
=. area. The result—a smooth, perfect job 
- especially for typing for photo- 
grape reproduction—Offset, Xerox, etc. 
~t too, find SNOPAKE far superior to 

any o quing solution now known. See your 
~~ gt can’t supply you, send $1.00 for 
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NOW-rrom tEcu... 


PERFORMANCE — ENGINEERED 


DAVIS AUTOMATIC 
BURSTER 


This simple, easy-to-use, completely 
fool-proof, maintenance-free machine 
answers all your continuous form 
bursting jobs. Only Davis Automatic 
Bursters give you these outstanding 
features—at so low a cost: 





LEASE FOR $1.72 A WEEK! 


Under TECH Panel's TPC Leasing 
Plan you can put this machine to 
work for as little as $1.72 a week, 
based on a 3-year lease agreement 
and exclusive of local taxes. 











F.0.B. Baltimore, Md., 
exclusive of local tax 
or any foreign import 

duty. Manufacturer's 

excise tax included 


Patent Pending 


@ Single knob sets form length. 

® Takes forms from 3” to 11” long— 
widths up to 15”. 

® Takes space only 3134” x 18”. 

@ Impossible to jam or crease forms. 

® Bursts even the last form. 

® No maintenance—service contracts 
unnecessary. 

@ Guaranteed 12 months against defects in 
workmanship and materials. 


For complete information, see your Tech Panel Dealer or call 
RAymond 3-8231. Write today for literature. 


TECH PANEL CO., INC. 


37 Milford Street, Binghamton, N. Y. 
Telephone: Area Code 607, RA 3-8231 








QUALITY 
PRODUCT 


DEALER 
DESIGNED 
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10 TO 14 DAY 
DELIVERY 


WRITE FOR 
FREE CATALOG 


MINSTAR+FORMS 


ee oe 


N DOR F 


e!1owa 
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This FREE Buying Guide 
Can Cut Your Forms Costs! 





Here’s complete information, samples and 
prices on the most frequently used mult-part 
carbon and NCR business forms, AND a 
convenient office forms inventory record all 
in one easy-to-use file folder. Forms planning 
guides are included to assist you in designing 
your own special forms. Send for your copy 


now and start cutting costs. 





CHURCH AT BLEECKER STREETS, ALBANY 1, NEW YORK 
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Approved Federal, State and City 
wage-tax reports for 1-write oper- 
ation for NCR, Burroughs Sensi- 
matic. Also IBM Continuous, mar- 
ginally punched; and State cards. 


STOCK FORMS 


Invoices, bills of lading, purchase orders, 
reply messages, etc. You take the order, 
we fill it in your name. 


Forms imprinted or plain. 


PROMPT SHIPMENT e MILLIONS OF FORMS 
ALWAYS IN STOCK 


Excellent profits—write for PROFIT-PLAN 
now! Serving the trade coast to coast! 


99 Hudson Street 
New York 13. N.Y. WA 5-4050 
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SAVE 
TIME and MONEY 


with these modern 


NEW 
Snap-A-Parts 





NBB products 


Notional Blank’ Book Company + Holyoke, Massachusetts | 





















New NBB Stock Snap-A-Parts 


— completely modern forms for modern 
business systems at mass production prices 








[STATEMENT] 


nok ome 


STATEMENT 





National's stock Snap-A-Parts are new... 
offer advantages not found in other 
multiple-part forms: 





New Hi-Lite green ink patterns (re- 
producible on wet or all-electric dry 
process machines) are subdued, 
making written information stand out 


NBB stock Snap-A-Parts are low-cost, off- 
the-shelf forms ready for immediate use. 
The design of these forms provides space 
for imprinting your company identification 
quickly by your local National Stationer. 
















SNAP-A-PARTS 


USE: Enter customer's monthly transactions. Snap out carbon. Mail original to cus 
tomer; keep duplicate for file 

BOXING: 125 per polyethylene bag; 250 per box; 1000 sets (4 boxes) per 
carton 

PAPER: Two parts: 15 Ib. register bond white and canary 

INK: Reproducible Hi-Lite green; and red 

PUNCHING: All parts punched 2%” C. to C. Fits NBB binder No. 96-608. (See 
page 55 of catalog.) 





@ New sturdy, convenient Protecto-Pak 
cartons 


@ May be purchased in lots of 125 nines | (2508 {1000} | (3000) -, Po. 
forms packed in a special poly- er box|per box| per box|parts} °¥°"° sens 

















ethylene bag to keep the forms clean 


47-302| $4.75 | $4.25| $3.90] 2 |5%2” x 941512” X 84” 
until the last one is used. 


No broken boxes. 





al to cus 


508. (See 


ize 
ached 


X 82” 


number} (250) 





[SALES FORM] 





USE: Pre inserted carbons, third copy, light weight, flexible 
est order book in the world" for small business. With 
for the customer—one for accounting—one for extr 
b 3, analysis, et 
BOXING: 125 sets per polyethylene bog, two bog 
pe orton 
PAPER: Three ports: (| st) 15 Ib. register bond white; (2nd) 1-2 r gnd (3rd) 12 pink 
INK: Reproducible Hi-Lite green; and red 
PUNCHING: All ports punched 2%" C. to C. Fits NBB binder No. 96-608. (See page 55 
>¢ otalog 

1 box | 4 boxes} 12 boxe: 
(1000) | (3000) 
per box] per box | per box |parts 


size size 
overall detached 


47-333| $7.00 | $6.50 | $5.75 | 3 |5'2” X 914715” X Bin” 


No broken bones 








[ CREDIT MEMO 





a 


CREDIT MEMORANDUM 


wet mae CeBIT VOOR AREOUT as Paows 


once 


USE: With a twist of the wrist—three copies: origina 


for Accounts Receivable; triplicate for correspondence files 


BOXING: 125 sets per bag; two bags (250 sets) per box; 4 boxes (1,000 sets) 


per carton 
PAPER: Three parts: (Ist) 15 Ib. register bond pink 
(3rd) 12 Ib. pink 

INK: Reproducible Hi-Lite green; and red 

PUNCHING: All! parts punched 23%” C. to 

page 55 of catalog 


1 box | 4 boxes |12 boxes 
number | (250) | (1000) | (3000) | parts 
per box] per box | per box 


size 
overall 





No broken boxes 


12 Ib. pink and 


size 
detached 












BILL OF LADING 

















PAPER: Three ports st) 15 tb. register bond, white; (2nd) 12 Ib 





INK: Reproducible Hi-Lite green; and red 






of the catalog 


| 1 box [4 boxes]12 boxes 
(250) | (1000) | (3000) [paris 
per box [per box | per box 















size 
overall 


number 






PUNCHING: Ail ports punched 23,” C. to C. Fits NBB binder No. 96-605 


USE: With o twist of the wrist—three copies: original for the shipper, duplicate 
triplicate mailed on request to the consignee 
BOXING: 125 per bag; two bags (250 sets) per box; 4 boxes (1,000 sets per carto 


anary and (3rd) 12 Ib. pink 


See page 55 





size 
detached 








+ 


47-413| $8.50| $8.00] $7.25| 3 


No broken boxes 









BY.” X 7%"182" X7” 


na 





GARAGE 





REI 





REPAIR ORDER 


SNAP-A-PARTS 


USE: A garage is no place for fly-weights—in either men or records. Repair orders 
must be able to survive sharp edges, heavy tools and grease. National's forms 
with their sharp perforations and 100 Ib. manila tag stock, can take it. They tear 
clean and give clear copies quickly 


BOXING: 125 sets per polyethylene bog; two bags (250 sets) per box; 4 boxes (1000 sets 


per carton No broken boxes 
PAPER: Three parts: (1st) 15 ib. white; (2nd) 15 Ib. canary; (3rd) 100 Ib. manila tag stock 
INK: Reproducible Hi-Lite green; and red 


NUMBERING: Consecutive through 10,000 
PUNCHING: All parts punched 4," C. to C. outside and 2%" C. to C. inside. Fit Nationa 
binder No. 96-614 and 96-616 (See page 55 of catalog 
1 box boxes 2 
(250) {(1000) 
number [per box per box 


t 
boxes t size 

(3000) }P°r's overall 

per box 


size 
detached 





47-363|$11.25 [$10.00] $8.75 | 3 \8¥” X 7%”|8'2” X 7” 





USE: Eve 
iriver in 
and shop 
BOXING 
per carto 
PAPER: 

INK: Rep 
NUMBER 


PUNCHI 
binder Ne 


number 


47-373 















FUEL OL METER CHECKS 











/ 
j j 
j 
at } 
~~ | 
~~ j 
’ 
i + 
USE: Ever try to place carbons between forms with a stillson wrench in one hand and a screw USE: Will work in all regular meters 
driver in the other? With this form, a twist of the wrist provides: office copy, customer copy 


BOXING: 500 sets per box; four boxes (2000 sets) per carton 

PAPER: Three parts: (Ist) translucent, ‘‘grease-proof’’; (2nd) 12 Ib. canary bond 
(3rd) manila 80 Ib. tag 

PUNCHING: None 

NUMBERING: Consecutive in red ink 
CARBON: First carbon coated both sides to give impression on reverse of first 
leaf and second of second leaf. Non freezinc 


1 box }4 boxes |12 boxes 


and shop copy. Quick, simple and sure 
BOXING: 125 sets per polyethylene bag; two bogs (250 sets) per box; 4 boxes (1000 sets 
per carton. No Broken boxes. 








PAPER: Three parts; (1st) 15 Ib. white, (2nd) 15 Ib. canary; (3rd) 100 Ib. manila tag stock 





INK: Reproducible Hi-lite green, and red 

NUMBERING: Consecutive through 10,000 

PUNCHING: All parts punched 44%,” C. to C. outside and 2%” C. to C. inside. Fit National 
binder No. 96-614 and 96-616 (See page 55 of catalog 

















1 box [4 boxesfI2 boxes}! number | (500) | (2000) | (6000) |parts} Siz® - 
5 size ery P overall detached 
ae Bw dl beg on! ten ee icant detached per box |per box | per box 





i 47-443| $13.50] $12.50] $11.00] 3 |4%” X7%"14%” X7” 


47-373|$15.00 |$13.50|$12.50 | 3 BY” X 11%” 18%” x1” 





PEEDLETTE 








USE: AS EASY ASABC 
A—Write in the MESSAGE and tear out the center copy tor your record 
B—Mail the remaining two parts to the recipient (fellow office worker, perhaps, or 
field man, or individual in an outside firm.) 
C—The recipient writes in the REPLY space, separates the set, keeps the original, 
and returns the remaining copy 
BOXING: 125 sets per polyethylene bag; 250 sets per box; 1000 sets (four boxes) 
per carton 
PAPER: Three ports: 15 Ib. bond white, 12 Ib. canary; 12 Ib. pink 
INK: Reproducible Hi-Lite green, and red 
1 box boxes §2 boxes 
number Ls (1000) = (3000) arts! ruling size overall [size detached 


er box per box per box 





QUICKI-NOTE | 








QUICKI-NOTE 


SNAP-A-PARTS 


USE: For quick correspondence. Write or type message. Separate parts. Keep carbon for record 
BOXING: 125 sets per polyethylene bag; four bags (500) to the box; four boxes (2000) to 
the carton 
PAPER: Two ports: (1st) 15 lb. bond white and (2nd) 1? Ib. canary 
WEK: Reproducible Hi-Light green, and red 
1 box } 4 boxes] 12 boxes 


number | (500) | (2000) | (6000) jparts} ruling size overall [size detached 
per box] per box] per box 








47-203 8.50]$8.00 1$7.25 | 3] Plain [82”xX7% > a x 7° 
47-213] 10.00] 9.50 | 8.75 | 3 }Faint Ruled§82” X 9%" 82” X 82” 
No broken boxes 


47-232 | $8.00 | $7.00| $6.50 12 Plain |4%" x 7%" 4%" X77" 


No broken boxes. 














PURCHASE 





ORDERS 








ORGINAL 


USE: Ruled lines make handwritten entries a snap. Ruling also guides the eye from quantity and 
description columns to price column; makes checking easier, faster and more accurate, With o 
twist of the wrist—first copy goes to supplier, second copy goes to purchasing file, third copy 
goes to Receiving 

BOXING: | 25 sets per polyethylene bag; 250 sets per box; 1000 sets (4 boxes) per carton 
PAPER: Three parts. 15 Ib. bond white; (2nd) 12 Ib. conary; (3rd) 12 Ib. pink 

INK: Reproducible Hi-Llite green, and red 
PUNCHING: Al! ports punched 24%" C. to C 
of catalog.) 


for NBB binder No. 96-605. (See page 55 


1 box [4 boxes}12 boxes 
(250) § (1000) | (3000) 
per box|per box} per box 
47-013} $8.50| $8.00] $7.25 | 3 |8¥2” X 7% 8%" X7” 


No broken boxes 


parts} size overall | size detached 


number 





SNAP-A-PARTS 


USE: Lengthy and detailed specifications are easily typed in the unruled descrip 
tion space. With a twist of the wrist—first copy goes to supplier, second copy 
goes to purchasing file, third copy goes to Receiving 
BOXING: 125 sets per polyethylene bag; 250 sets per box 
per carton 
PAPER: Three parts: (1st) 15 Ib. bond white; (2nd) 12 Ib. canary; (3rd) 12 Ib. pink 
INK: Reproducible Hi-Lite green, and red 
PUNCHING: All parts punched 2%" C. to C. for NBB binder No. 96-605. (See 
page 55 of catalog.) 
1 box | 4 boxes}12 boxe: 
(250) | (1000) | (3000) 
per boxiper box| per box 


1000 sets (4 boxes) 


number parts| size overall | size detached 





47-0031 $8.50] $8.00 | $7.25 | 3 18%” x 7%" 8%" x7” 


No broken boxes 








PURCHASE ORDER 











USE: Provides for special instructions and drop shipment. Columns for ‘Quantity,’ 
ordered,”’ and ‘‘received."’ Similar to form recommended by National Stationery 
and Office Equipment Association 

BOXING: 125 sets per polyethylene bag; 250 sets per box; 1000 sets (4 boxes) 
per carton 

PAPER: Three ports: (Ist) 15 lb. bond white; (2nd) 12 Ib. canary, and (3rd) 12 
Ib. pink 
PUNCHING: All parts punched 24," C. to C. for NBB binder No. 96-614. (See 
page 55 of catalog.) 

1 box | 4 boxes/12 boxe: size size 
(250) } (1000) | (3000) | parts overall detached 
per box] per box! per box 


number 





47-023|$12.00] $11.25|$10.25| 3 |e” x 1134"| 844” x11” 


No broken boxes. 





[INVENTORY | | 





SNAP-A-PARTS 


USE: Speeds stock counting. Enables buyer to weed out slow sellers and make reolistic tox 
estimates with columns headed ‘Time in stock’ and ‘Marked Down Vaive 
BOXING: 125 sets per polyethylene bog; two bags per box, four boxes (1000) sets per 
carton 
PAPER: Three parts: (1st) 15 ib. bond white; (2nd) 12 Ib. canory and (3rd) 12 Ib. pink 
WK: Reproducible Hi-Llite green; and red 
PUNCHING: All parts punched five holes ¥," diameter, 7” & 8," centers. Sheet will ft NBB 
Post Binder No. 96-638 described on poge 55 of catalog, and oll NBB three ring binders 
1 box [4 boxes}12 boxes 
number} (250) | (1000) | (3000) [ports 
per box |per box] per box 


size size 
overall detached 





47-393] $12.00] $11.25] $10.25 | 3 |8%” X11%"111” X BA” 


Me broken boxes 








[INVOICE 








USE: With a twist of the wrist: one copy retained for accounting, one copy sent 
with customer's merchandise, one copy sent with charge account billing 
BOXING: | 25 sets per polyethylene bag; 250 sets per box; 1000 sets (4 boxes 
per carton 

PAPER: Three parts: (Ist) 15 Ib. bond white; (2nd) 12 Ib. canary; (3rd) 12 Ib. pink 
§NK: Reproducible High-Llite green; and red 

PUNCHING All ports punched 2%” C. to C. for NBB binder No. 96-605. (See 
page 55 of catalog.) 


price 2 boxes 


1 box 1 
number | (250) M1000) (3000) |parts 
Pp per box 


per box 


size size 
overall detached 





47-103| $8.50 | $8.00 | $7.25 3 lev” X 7%"| 82" X 7” 


No broken boxes 


SNAP-A-PARTS 


USE: With o twist of the wrist——One copy retained for unting One copy sent t 
with merchandise. One copy used for billing charge accounts 
BOXING: 125 sets per polyethylene bog, 250 sets per box. 1000 sets [4 boxes) pe 
PAPER: Three parts: (1st) 15 Ib. bond white; (2nd) 12 Ib 3rd) 12 Ib. pink 
INK: Reproducible High-Lite green; and red 
PUNCHING: Ail ports punched 2%" C. to C. Fits NBB binder Nc. 96-605 (See page 55 
of catalog 
1 box "eo 12 boxes 
(250) (1000) (3000) | parts 
per box per box per box 


size 


number detached 


i 
overall 





ial $8.50 ‘Wee $7.25 | 3 |8'%2” X7%"| 82” X7” 


No broken boxes. 





USE THIS HANDY 
ORDER FORM ee 


FOR NATIONAL SNAP-A-PARTS 


ENCLOSE IN ENVELOPE AND MAIL TO 
YOUR NATIONAL DEALER OR TO 


NATIONAL BLANK BOOK COMPANY 
HOLYOKE, MASSACHUSETTS 


Form No. 227 





«<—For More Information Circle No. 185 


‘Getter Bucinece 
forme... 


Linee 1902, 





e “CONTINUOUSLY”™ BEST FOR 
TABULATING AND 
TELETYPE FORMS 
e POTTER-PULL-IT SETS 


Write or telephone for complete information 


~ THE POTTER PRESS [Ream 


MASSACHUSETTS 
: BOSTON PHONE CApito. 7-7222—EXEC. OFFICES & PLANT 516 SOUTH ST. WALTHAM 2 


POTTER REPRESENTATIVES.IN PRINCIPAL NEW: ENGLAND CITIES, NEW YORK AND PHILADELPHIA 
For More Information Circle No. 183 











be skilfully produced BusINEss Forms 
remove the friction from business procedures. 


You get the advantage of 60 years’ experience W 
when you call in the Man from Workman. 


Workman 


MANUFACTURING CO. 
PRECISION FORM PRINTING 


Carbon Interleaved Forms - Tabulating Forms - Continuous Forms 
7220 WEST WILSON AVENUE, CHICAGO 31 - TEL. UNpbeRHILL 7-7575 











For More Information Circle No. 184 
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Y/ For manual sorting 
“ / & OUT OF 10 CHOOSE 


Ko 


Even in the electronic age, 8 out of 
10 of the country’s leading banks 
standardize on Kohlhaas for man- 
ual sorting. Thousands of smaller 
banks, using electronic or standard 
posting equipment, rely heavily on 
inexpensive manual sorting, and 
with them also, Kohlhaas is an 
odds-on favorite. 


Let Kohlhaas simplify your sorting 
problems. See your dealer or write 
for illustrated literature—11 varie- 
ties of Numerical Sorters, 50 varie- 
ties of Alphabetical Sorters. No 
obligation. 


THE Kokbhaas COMPANY 


Founded 1914 
8012 S$. CHICAGO AVE., CHICAGO 17 
All phones — BAyport 1-4433 


For More information Circle No. 205 














IF YOU USE 


ADDRESSOGRAPH 
EQUIPMENT— 
Send for This Free Catalog 


@ Continuous form gummed and 
pressure-sensitive labels are available from 
stock, They are especially designed and 
engineered to be used with addressing ma- 
chines of all kinds. 

Special labels printed to order. 

Discover new, faster and more accurate 
ways to feea small forms continuously in 
your addressing machine. 

Mailer strip paper, pre-punched for auto- 
matic labeling, also available from stock— 
plus new devices for feeding mailer strips 
accurately in your equipment. 

Send postcard or letter with your name 
and address to: 


ADDRESSING MACHINE COMPANY 
OF CALIFORNIA 
667 MISSION ST., SAN FRANCISCO 5 








EXTRA COPIES OF THIS 


MANUAL OF 
BUSINESS FORMS 
MAY BE OBTAINED 
AT $4.50 PER COPY. 


Order from 


OFFICE PUBLICATIONS, INC. 
232 Modison Ave., New York 16, N. Y. 

















For More Information Circle No. 206 





IT'S VISIBLE 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. 





Facsimile Impression 


AMERICAN NUMBERING MACHINE CO, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST., CHICAGO 2, ILL 


For More Information Circle No. 207 
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You are confident of quality 
when you insist on 
Adams Business Forms 


When it comes to recording important busi- 
ness transactions, you want business forms 
that not only save you time and money but 
also make a good impression on your cus- 
tomers. That’s why it will pay you to insist 
on Adams quality the next time you order. 
Modern equipment plus 72 years of experi- 
ence assure you of a first class product from 
printing to packing. 


SALESBOOKS ¢« ORDER BOOKS 
ONE-TIME CARBON SETS ¢ NCR SETS 
VOUCHER CHECKS ¢« STOCK FORMS 


Write for name of supplier nearest you 


Adany Brothou Salesbook Co. 


P.O. BOX 91-X, TOPEKA, KANSAS 


If you are a stationer, write for Dealer Plan. 





For More Information Circle No. 142 


TYPISTS!...NO MORE ERASING! 





Don’t you know erasing is old Be modern-new KO-REC-TYPE Watch! When you make an 
fashioned? corrects errors in se-onds. OfPOf ss . « 


mameertcc~COC*«*«*SREE: ‘SAMPLE 


NH. M. 
aaa toys)» Send for free sample package 


of Ko-Rec-Type & Ko-Rec-Copy 
(corrects carbons). Simply circle 
a, 143 on the reader service 
card. 


EATON ALLEN CORP. 
170 Tillary St. 
Brooklyn 1, N. Y. 


Backspace, hold a strip of KO- Presto. . . the error’s disap- " 
REC-TYPE over the error, and peared! Quick, easy—and no Carbon Paper Inked Ribbons 
retype the error messy erasure marks. Master Forms e Spirit Carbon 











For More Information Circle No. 143 
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TABULATING e TELETYPEWRITER 
CONTINUOUS ¢ SNAP-APART 





THE 
ARCO MANIFOLDING COMPANY 


20 VESEY STREET, NEW YORK 7, N. Y. 
PRINTERS OF BUSINESS FORMS 





e00o0o0o0o0oO 0oO00000 0 
eoo0o0oo0coCo0cC0oO C008 


ACCURACY - QUALITY -ECONOMY- SERVICE 
For More Information Circle No. 144 





STOCK AND CUSTOM MADE FORMS 


® Statements For All Machines @ Continuous And One Time 
® Bookkeeping Machine Forms Carbon Unit Sets 


e ¥ 
at a Forms (Todd-Hadley e Continuous Forms For Tabula- 


ype) : 
®@ Popular Payroll Systems Forms tion ADP, IDP, EDP 
®@ Carbonized Voucher Checks ® Installations And Handwritten 
Payroll Checks And Statements Purposes 


Rush deliveries a specialty 


NATIONAL AME COMPANY INC. 


' ——s SINCE 1945 
“Line Find” 38 East 29 Street ° New York 16, N. Y. * LE 2-8788 
For More Information Circle No. 145 


DILLON-FORD & COMPANY 


Designers, Manufacturers, Distributors of Business Forms Handling Equipment 

ELECTRONIC MECHANICAL 

305 EAST 46th ST., NEW YORK 17, N. Y. WOrth 4-2867 
DIVISIONS 


COMPUTER TIME . PRINTING PRODUCTION ADVISORY 
OPERATIONAL RESEARCH (PURE & APPLIED) - INTERNATIONAL 


Manufacturers of Linnet Decollators & Mark II Bursters 














For more Information Circle No. 146 


HIGH SPEED LITHO FORMS PRODUCTION 
CARBON-INTERLEAVED SETS @© MICR ON CHECKS 








3-COLOR ROTARY PRESS EQUIPMENT 


KRIEGER-RAGSDALE & CO., INC. 


COLOR PRINTERS AND LITHOGRAPHERS 
109 S.E. SECOND ST. EVANSVILLE 8, IND. HArrison 4-9265 


For More Information Circle No. 147 











BONNAR -VAWYTER 
GENERAL OFFICES 


96 DUNBAR ST. KEENE, N. H. 
PHONE ELmwoop 2-4335 











Announcement to qualified, capable and 


dependable BUSINESS FORMS DEALERS=+ 7% Mark of Quality 


If you can properly sell and service any of the following areas: UTICA, WILMING 
TON, RICHMOND, RALEIGH, CHARLESTON, JACKSONVILLE, MOBILE, JACKSON 
KNOXVILLE, LOUISVILLE, SOUTH BEND, GRAND RAPIDS, SHEBOYGAN 
SPRINGFIELD, ILL., CEDAR RAPIDS, DULUTH, SPRINGFIELD, MO., LITTLE ROCK 
NEW ORLEANS, TOPEKA, OKLAHOMA CITY, OKLA., DALLAS, DENVER 
SACREMENTO, PORTLAND, ORE. please contact us! 


We have designed, engineered and manufactured the business form industry’s 
widest line for over a half-century. From our three modern plants come STOCK 
STANDARD and CUSTOM FORMS from BOTH Fanform and STRIP production. 


Be in a position to service your accounts from the basis of THEIR require- 
ments and not your current source limitations. 
Contact LAWRENCE E. BAUER for information about the ‘’BEST-VALUE’’ 


LINE and open areas. 
For More Information Circle No. 104 





Handy Reference Book 


of OVER 200 


Stock Business Forms 


HETEREX 


re 2 *),: 
MAXIMUM 


—_ REH 
TYPIN | TORY. TONAL AND 
G | PROFESSIONAL A 


EFFICIENCY 


THE LETTEREX CORPORATION 
Washington 24, D. C. 
(a division of Allied Paper Corporation) 


For More Information Circle No. 105 
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GENERAL BUSINESS 


BUSINES 
107 N. Wacker Dr., 
Chicago 6, \linols 
For More Information Circle No. 106 
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The most helpful 
new systems book in years! 


THE 
PLAYSCRIPT 
PROCEDURE 


A NEW TOOL OF ADMINISTRATION 
by Leslie Matthies* 


e Playscript is an effective new 
technique on how to urite 








better procedures. 


e Anyone with a communications 
problem within an organiza- 
tion will find THE PLAY- 
SCRIPT PROCEDURE _in- 


valuable. 


All company libraries should 
have it. 


Every systems and methods 
man in America should own a 


copy. 
ORDER TODAY! 
183 pages $5.95 


* One of the nation’s foremost authorities on 
systems and procedures. Currently Director of 
Foundation for Administrative Research and 
editor of newsletter “‘Systemation’’. Winner of 
Systems Man of the Year award 1958. Widely 
regarded as dean of systems men. 


3 
¥ OFFICE PUBLICATIONS, INC., : 
e 
4 


5 232 Madison Ave., New York 16, N. Y. 


§ Please send me . 


§ paid. [1 ! enclose remittance. 
e 

g Name ' 
B a 
' Company tote 
8 Street ae telat 
a City .. . State : 
J 


CLeseeeseuseesseeasssseeese 


...Zone .. 
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4 copies of THE ® | 
g PLAYSCRIPT PROCEDURE at $5.95 a copy, post- : 
(0 Send invoice. @ | 


automation comes to 
tape-winding 


A better method — 
a better machine 
for automatically 
winding perforated, 
communications, 
comptting or ac- 
counting tape. 


The Cycle Univer- 
sal Tape Minder is 
made to satisfy all 
the demands of 
modern tape handl- 
ing techniques. 
Write for descrip- 
tive literature, form 
#00-4. 


DEALER 
Tele ais 
INVITED 


CYCLE EQUIPMENT COMPANY i 
17480 Shelburne Way - Los Gatos, Calif. 
For More Information Circle No. ad 


‘Cie 
aael DESIGN 


Fast, accurate forms ruler—a combina- 
tion triangle, T-square, compass and 
parallel ruler—for drawing horizontal 
and angular parallel lines, circles, arcs 
and angles. Built-in roller allows smooth, 
easy movement. Index window measures 
distances between lines as close as 1/16”, 
and includes 1/10”, 1/6” and 1/3” for 
forms ruling. Lines can be evenly spaced 
or with varied spacing. Circles and arcs 
up to 22” diameter. If your supplier does 
not have ROL-RULER, order direct. 

$3.95 each 


ROL-RULER CO. 


RIEGELSVILLE, PA. 


NEW | 
~ RULER 
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STOP 


STATIC 
ELECTRICITY 


QO ee 


STATIKIL- susie 


vari ceacrarciTy 





Trademark Reg 
n U.S. Pat.Of 
THE ORIGINAL—THE om 


STATIKIL 


Sr’ 


Guaranteed! Used Regularly in 
the Largest Plants in the Nation 
$3 A CAN © $30 A DOZEN 


STATIKIL, INC. 


yy ie) West 6th Street © Cleveland 13, Ohio 


For More Information Circle No. 214 








Proven Lualtly 
ONE-TIME 
CARBON PAPERS 


SHEETS AREA AND 


PROCESSED 


STOCK AND MADE TO ORDER 
or.) i ae). 


ROLLS 











CARBON PAPER 
and RIBBON Cie Inc. 


415 Summer St., Boston 10, Mass. 


For More intormation Circle No. 215 
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SYSTEMS 

METHODS 
EQUIPMENT 

DATA PROCESSING 


PROBLEMS 


Read THE OFFICE every 
month. Concise, helpful arti- 
cles on every phase of office 
management and control. 


One Year $5, Two Years $7, 
to U.S. and _ Possessions. 
Sample copy 50c. 


OFFICE PUBLICATIONS, INC. 


232 Madison Ave., New York 16, N. Y. 


Also publishers of La Oficina (in Spanish) 
Office Equipment Exporter, and 
The Canadian Office. 





OUR 20 CARLOADS OF PAPER CAN 


HELP YOU DO A BETTER JOB 


IN THE TAB ROOM 


$2 Ob ASIIFESG AF GSS 4S? 





Having the right paper for your data process- 
ing forms is basic for trouble-free tab room 
operation. And when you order GC Forms, 
you can choose exactly the paper required. 


We keep 20 carloads of paper on hand at 
all times, specially-made forms paper which 
gives you maximum smoothness, legibility, 
printability, opacity and resistance to tear. 

First, what variety of paper do you need? 
Choose from bond, ledger, index, safety, 
multicopy masters, or NCR. Bond is most uni- 
versally used, but your application might 
warrant ledger which is ideal for accounting 
pages, index for requisition blanks, safety for 
checks, or multicopy masters for reproducing 
many copies of orders. And, of course, when 
you omit carbons from your forms— NCR! 


Second, what weight? Before you decide, 
we'll ask you : On what equipment will forms 
be used? Number of copies? Method of han- 
dling? How filed? Pen or pencil writing? 
For internal or external use, or both? Your 
answers to these questions help our forms 
design specialists decide which form paper 
will be right and most economical for you. 


Third, what color? In our 20 carloads we 
have paper in white and seven colors. Pick 
the color you like or set up an easy color- 
coding plan for distributing forms copies. 

Would you like some samples of GC Data 
Processing Forms printed on different types 
of paper? Drop us a line at the address 
below and we’ll be happy to send them to 
you immediately. 





DATA 
CLARKSON PRESS INC. 

189. Van Rensseiaer St., Buffalo 10,N.Y. 

A Subsidiary of 

GRAPHIC CONTROLS CORPORATION 
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CONTROLS 


BETTER DELIVERIES 
PRODUCTION 


PORTA-PAK REGISTER 


METAL PORTABLE REGIS 


PORTABLE REGISTER 


MCL LINE HOLE REGISTER 


AFETY CASH DRAWER WITH MC MO 


MANIFOLD REGISTER 


REFOLDER REGISTER 


PRODUCT 


For years a leader in the print- 
ing of business forms, Miami 
maintains a high standard of 
quality and accurate work- 
manship in every form it pro- 
duces by controlling all me- 
chanics of production in its 
completely modern integrated 
plant. 

Miami has its own type foun- 
dry and plate making de- 
partment; sets its own type 
composition; operates its own 
bindery; prints letterpress 
from rubber plates. This kind 
of control gives you the finest 
forms possible in the shortest 
time—at a reasonable price. 
Write for Miami’s Manual. It 
fully describes all registers; 
shows typical forms, available 
type faces; carbon rolls, bind- 
ers—everything you need to 
conveniently order Miami 
STANDARD and CUSTOM 
MADE AUTOGRAPHIC REGIS- 
TER FORMS ¢ CONTINUOUS 
STRIP FORMS « CARBON 
INTERLEAVED FORMS « RITE 
TYPE SNAP CARBON FORMS 
SETS — STANDARD and CUS- 
TOM MADE 


MIAMI 


SYSTEMS CORPORATION 
CINCINNATI 9, OHIO 


O3u'8 D1 ©) OS 51 O) Dee NO) sp. 6 


MIAMI BUSINESS FORMS ARE SOLD EXCLUSIVELY 
For More Information Circle No. 122 
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Internationally Yours 


At last; perfect marginally punched forms control and registra- 
tion for electric typewriters. 


In any language—Paragon A.P.F. 
(Above—Platen “Formaliner” ) 


Lightweight nylon tractors firmly hold marginally punched 
continuous stationery at each side as it travels through the typewriter. 


Used with “Paraflex”, the new flexible multicopy forms, the 
ultimate is obtained in consistently fast, trouble free form flow. 


Yet another Paragon achievement. 


LAMSON PARAGON LTD. 


INTERNATIONAL DIVISION 
PARAGON WORKS, LONDON, E. 16, ENGLAND 


ASSOCIATED COMPANIES AND LICENSEES IN MOST COUNTRIES 
For More Information Circle No. 148 
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INDEX 


Accounting boards, 88 

Accounting forms, 91, 93 

Accounting machines, 93, 165 

Adding machines, 165 
Addressograph, 72, 109, 119, 122 
Advantages of continuous forms, 126 
Advantages of salesbooks, 84 
Advantages of unit sets, 112 
Advantages of various constructions, 128 
Airmail envelopes, 134 

Alphabetical prefix, 159 

American Bankers Assn., 95 

Analysis form, 70 

Audit pads. 82 

Autographic registers, 119 
Automated data processing, 165 
Azofax process, 99 

Azograph process, 100 


Backers, 58, 8&4 

Ballpoint pen, 72 
Bank-by-mail envelopes, 138 
Basic advantages, 128 

Basic weights of paper, 144 
Binders, 91 

Blockout patterns, 63, 110 
Blockouts, 62 

Bond paper, 141, 142 

Book forms, 92 

Bookkeeping forms, 91, 93 
Bookkeeping machines, 93, 165 
Booklet envelopes, 130 
Bottom stub, 109 

Bound book records, 92 

Box principle, 57, 63 

Bristol, 142 

Burroughs Corp., 93 
Rursters, 80 

Business reply envelopes, 134 
Rutton and string envelopes, 138 
Buying forms, 160 


Calculators, 165 
Carbonizing, 7 

Carbonless paper, 77 
Carbon packs, 118 

Carbon paper, 59, 71 
Carbon paper handling, 118 
Carbon paper separators, 80 
Carbon spots, 111 

Cash payroll envelopes, 139 
Cash registers, 165 
Catalogs of stock forms, 90 
Center opening cover, 82 
Cents columns, 69 

Chart sheets, 91 

Check boxes, 63 

Check envelopes, 139 

Check forms, 94 

Check numbering, 95 

Check reader-sorter, 96 
Chipboard binding, 82 
Choosing carbon paper, 76 
Clasp envelopes, 136 
Clauses on forms, 65 
Clerical savings, 163 

Cloth binding, 82 

Cloth tags, 85 

Colors of paper, 59 
Columnar sheets, 91 
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Combining forms, 62, 110, 154 
Commercial envelopes, 130 
Common language, 165 
Comparison of costs, 114 
Comparison of operations, 113 
Composing machines, 146 


<omputyper, 172 


Continuous checks, 95 
Continuous envelopes, 140 
Continuous execution, 57 
Continuous forms, 117 
Continuous punched cards, 95 
Continuous strip forms, 122, 125 
Continuous tags, 85 
Continuous unit sets, 109 
Continuous writing, 168 
Control of forms, 149 

Copy preparation, 146 
Corner-snap unit sets, 116 
Corner stapling, 122 

Corporate forms, 155 

Correcting duplicating masters, 100, 104 
Correspondence envelopes, 130 
Cost comparison, 114 

Cost of forms, 161 

Cotton content paper, 142 

Cut forms, 113, 126, 160 

Cut-off machines, 80 


Data processing, 165 
Data report, 157 

Date writing, 64 

Davidson Corp., 148 
Decollators, 80 
Department forms, 155 
Description area, 68 
Design of forms, 53, 167 
Design principles, 68 
Detachers, 80 

Diazo process, 102 

Die-cut carbon paper, 75, 111 
Die impressed stencil, 100 
Distribution of forms, 57, 60 

Division forms, 155 

Do’s and Don'ts, 69 

Double-faced carbon, 74 

Double stub sets, 109 

Duofold carbon paper, 83 

Duplex envelopes, 136 

Duplicating masters, 97, 110 

Duplicating vs. outside purchases, 160 


Ektalith, 102 

Electronic data processing, 165 
Electronic tab stops, 66 
Elements of a check, 94 
Elements of continuous forms, 
Elements of unit sets, 112 
Flite spacing, 54 

Elliott Fisher, 109 

End opening cover, 82 
Engineering forms, 92 
Envelopes, 130 

Equipment to handle forms, 80 
Expanding envelopes, 138 


Fanfold continuous forms, 123 
Fanfold, interleaved, 123 
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Fanfold, not interleaved, 124 
Fanfold unit sets, 116 
Fastening forms, 122 
Fastening tags, 86 

Federal Reserve System, 95 
Filing duplicating masters, 103 
Filing envelopes, 139 

Filing forms, 57, 60 

Flat mailers, 136 

Flexowriter, 170, 172 

Floating reusable carbon, 118 
Flow charting, 172 

Fluid duplicating, 97 

Folded sets, 82 

Fold-over forms, 116 

Forms design program, 149 
Forms control program, 151 
Forms management, 149 
Forms representative, 157 
Formswriter, 125 
Forms-writing machines, 118 
Fototype, 147 

Frequency of use, 64 

Full coated carbon, 73 
Functional file, 155 

Functional forms index, 153 
Function of forms, 57 


Grain of paper, 58 

Graph sheets, 91 
Groundwood bond paper, 142 
Guide rules, 64 

Guides, visual, 67 


Handwritten forms, 119 
Headliner, 148 

Head-to-head, foot, 58 
Hectograph bond, 142 
Hectograph duplicating, 97, 110 
Hectograph ribbons, 100 
Hectowriter, 100 

Horizontal sequence of entry, 56 
Hot wax carbonizing, 73 


Imprinters, 80 

Imprinter, tag, 87 
Improvement of forms, 163 
Index bristol, 142 

Index of forms, 153 

Inked Ribbon attachments, 119 
Instructions on forms, 55, 170 
Interchangeable cover, 83 
Interoffice communications, 138 


Job ticket envelopes, 140 
Joggers, 80 
Justowriter, 146 


Keysort, 107 
Kiss-printed master, 
Kraft paper, 141 
Kraft tissue, 111 


Labels, 127 

Layout paper for forms, 54, 168 
Ledger cards, 93 

Ledger paper, 142 

Left stub, 109 
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Legal envelopes, 138 
Legibility of type, 68 

Letter envelopes, 138 
Linefinder, 118 

Liquid duplicating, 97 
Long-run jobs, 160 

Loose forms and carbons, 114 


Machine accounting, 91, 93 
Machines, forms writing, 118 
Magnetic ink, 95 

Makeready operations, 113, 126 
Management of forms, 149 
Manifold books, 82 

Manifold paper, 142 

Manifold tags, 85 

Manila, 141 

Manila envelopes, 138 

Manila lip binding, 83 
Marginal punched cards, 106 
Marginal punched forms, 123, 125 
Marginal punching, 122 
Marginal words, 84 

Margins, 65 

Masterfax, 97 

Masters, duplicating, 97, 

MICR, 95 

Mimeo bond, 142 

Mimeograph, 100 

Monroe Calculating Machine Co., 93 


NCR blockouts, 112 

NCR (no carbon required), 77 
National Cash Register Co., 77 
Needle sorted cards, 106 
Notched cards, 106 

Numbering, 84, 95, 115, 159 
Number of carbon copies, 59 
Number of copies, 60 

Number of form, 53 

Number of sheets per inch, 145 
Numerical forms file, 151 


Official envelopes, 130 

Offset process, 101, 110 

One-part supplements, 110 
One-piece window envelopes 134 
One-time carbon unit sets, 109 
Onionskin, 14 

Open end envelopes, 140 

Open-face envelopes, 133 

Operating forms program, 157 
Operation or condition, 156 
Operations, comparison of, 113, 126 
Optical scanners, 171 

Organization of forms department, 156 
Outside purchases, 160 

Ozalith, 102 


Packing list envelopes, 139 
Padded forms, 82, 84 
Pantographic safety paper, 94 
Paper, carbonizing, 73 
Paper colors, 59 
Paper for envelopes, 1 
Paper for forms, 72, 1 
Paper grain, 58 

-aper joggers, 80 
Paper sizes, 145 

Paper weights and grades, 58 
Pasted sets, 82 

Patches on tags, 87 


4 
4 
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Patch pockets, 126 
Pegboard forms, 88 

Pencil, 72 

Perforations, 111 

Petty cash envelopes, 139 
Phantom designs, 62 
Physical specifications, 155 
Pica spacing, 54 

Pitch of machine, 54 
Pockets on forms, 126 
Position of stubs, 109 
Preprinted information, 64 
Printed-through master, 97, 99 
Printing of forms, 160 
Procedural instructions, 170 
Procedural study tool, 153 
Production envelopes, 140 
Protype, 148 

Punched cards, 110, 165 
Punched tape, 165 
Purchasing forms, 160 
Purpose of a form, 52 
Put-away operations, 113, 126 


Question-and-answer forms, 63 


Rag content paper, 142 
Readability of text, 68 
Reader-Sorter, 96 

Records retention, 143 
Recurring information, 58 
Registers, 119 

Reinforcements on tags, 87 
Related data on forms, 170 
Remington Rand, 93 
Reporting accomplishment, 161 
Retention of records, 143 
Reusable one-time carbon, 110 
Ribbon attachments, 119 
Ribbons, hectograph, 100 
Right stub, 109 

ting book sheets, 91 

Roll carbon paper, 119 
Routing of forms, 57, 60 


Saddle back carbon, 75 
Safety fold envelopes, 138 
Safety paper, 94, 142 
Safety tint, 84 

Salesbooks, 82 

Sales volume of forms, 51 
Sampling envelopes, 139 
Savings using multiple part form, 114 
Semi-continuous forms, 110 
Separate writings, 65 
Sequence of entry, 55 
Shaded rules on forms, 147 
Shingled forms, 88 

Short original copy, 84 
Short-run jobs, 160 
Show-through, 58 

Side-fold carbon, 83 
Simplifying forms, 62 
Single part serves two purposes, 60 
Sizes of envelopes, 130 
Sizes of paper, 145 

Sizes of tags, 86 

Slitters, 80 

Slotted punching, 110 
Smith-Corona, 93 
Snap-carrier envelopes, 136 
Solvent carbon paper, 75 
Sorters, 80 

Sorting notched forms, 106 
Spacing on form, 53, 168 
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Spirit duplicating, 97, 110 

Spot carbonizing, 73, 83 
Sprocket feeding device, 118 
Standard size papers, 145 
Stapling, 122 
Statement forms, 93 
Statistical sheets, 91 
Stencil duplicating, 100 
Stock forms, 90 

Stops, tabular, 66 

Stop watch study, 127 
Straight line principle, 
Strip carbon coating, 11 
Strip-coated carbon, 73, 
Strip forms, 122, 125 
Stub binding, 82 

Stub perforation, 111 
Stubs on tags, 85 
Subject of forms, 156 
Substance of paper, 1 
Sulphite bond, 142 
Suppressives, 62 
Systems groups, 155 


5 
1 
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Tabular stops, 66 
Tabulating cards, 110 
Tabulating stops, 168 
Tabulator 72, 119 

Tagboard, 142 

Tag forms, 85 

Tag stocks, 85 

Targets, indicating, 66 
Teletype machines, 166 
Teletypewriter, 119 
Thermo-Fax, 99, 102, 104 
Thickness of paper, 144 
Throw of typewriter, 53 
Thumb-notched carbon, 84 
Thumb-notch unit sets, 116 
Time study, 127 

Tipping machines, 80, 81 
Title of form, 53 

Top stub,109 

Translucent paper, 142 
Transmission of data, 165 
Triad cover, 83 
Two-compartment envelopes, 
Two-way mailing envelopes, 
Type changes between parts, 
Type for forms, 68 
Typewriter, 72, 118, 165 


Underwood Corp., 93 
Uniformity of design, 64 
Unit sets, 92, 109 
Utility envelopes, 140 


VariTyper, 146, 148 
Varnish spots, 112 
Vertical spacer, 118 
Visible forms, 91 
Visual guides, 67 


Weights of paper, 144 

What, when, where, etc. of form, 50, 52 
When to use continuous forms, 126 
Whiteprint process, 102, 110 

White safety paper, 94 

White wove paper, 141 

Window-cut envelopes, 133 

Window envelopes, 60, 61, 130, 133 
Withholding data, 62, 121 

Writing method, 72 


Xerox, 102, 160 
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Accountants’ Supply House .. 

Ace Carbon Paper & Ribbon Co, 

Adams Brothers Salesbook Co. .... rf 
Addressing Machine Co. of California’ 
Addressograph-Multigraph Corp. 

Allied/Egry Business Systems 

American Bank Note Co 

American Business Systems, Inc. 3 
American Manifold Controls Division .... ..... 
American Numbering Machine Co, ............ 
American Type Founders Co. 

Apex Business Systems ........ ; 
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Lamson Paragon Ltd. 
Letterex Corp. 
Litho-Art Products, 


Manpower, Inc. .. 

Master Addresser Co. 
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Moore Business Forms, Inc. 


National Ame Co. .. 
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National Business Forms Associates 
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Nebraska Salesbook Co, 
Nekoosa-Edwards Paper Co. 


Office Publications, Inc. 222, 226, 
Old Town Corp. 
Ozalid Div., Ganessi ‘Aniline & Film Corp. 


Payset, Inc. 

Perfelope Mfg. Co. 

Port Huron Sulphite & Paper Co. 
Posting Equipment Corp. : 
Potter Press ....... 

Pressure Sensitives, Inc. 

Purnyea Mfg. Co. 


Reynolds & Reynolds Co. 
Rhinelander Paper Co. 
Rising Paper Co. 
Rogersnap Business Forms 
Rol-Ruler Co eh ky 
Ross-Martin Co. . 

Rotary Forms Council 
Royal McBee Corp. 


Shelby Salesbook Co. 
Simplex Time Recorder Co. 
Snapout Forms Co. 

Star Forms .... 

Statikil, Inc, .. 
Sten-C-Labl, Inc. . 
Sturgis-Newport 

Superior Tabbies . 

Super Speed, Inc. . 
Syntron Co, . 


Tech Panel Co. 
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Weber Marking Systems 
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now offers an immediate service for all your BUSINESS 
FORMS requirements. 


Each Member Plant listed and located near you, specializes in 
the printing of Accounting Machine, Peg Board, Snap-Out, 
Spot Carbon, Needle Sort, Continuous Tab Carbon Interleaved 
Forms, Magnetic Ink Checks, etc. 


STANDARD CHECKS & FORMS 


Standard voucher checks, available for immediate 
processing in magnetic ink, are manufactured for the 
small user in several colors. A one-write system com- 
pletes the check, a remittance advice, the check 
register and even the voucher jacket. These are care- 
fully designed to fit a standard window envelope. 


Speed-a-Tronic member firms operate specialized ro- 
tary presses. A check or business form may be printed 
in a variety of colors, numbered, perforated, and one- 
time carbon collated in one operation. Your local 
manufacturer furnishes technical knowledge through 
his personal contact. 


With pegboard accounting systems, the small or 
medium size jobs derive the benefits of mechanized 
accounting through hand written methods, A payroll 
system in one writing will complete the check, the 
employee's earnings statement and the payroll journal. 
An accounts payable system may be wriiten on the 
same board to provide the remittance chec\, expense 
ledger, remittance advice and purchase journal, 


Basically this time-tested system, when applied to 
many types of records, permits rapid selection of 
various kinds of information quickly and economically. 
This is accomplished through the use of a simple 
sorting needle and a hand punch. The Speed-a- 
Tronic plant in your area is equipped and qualified 
to print and punch these forms. 


Rotary Forms Council members are the designers and 
manufacturers of the Speed-a-Tronic System for Ma- 
chine Accounting Records, Checks and related forms 
ere custom-made for your needs, for use on the vari- 
ous makes of machines. Through proper design and 
production techniques, checks are printed in mag- 
netic ink for smooth and efficient processing. 


Today's automated methods and the increasing use of 
continuous line-hole punched forms and complex tabu- 
lating equipment require the attention of trained 
sales engineers. Rotary Forms Council research pro- 
rams have developed this type of systems specialists. 
peed-a-Tronic representatives can answer the im- 
portant check and forms questions related to specific 
epplications and submit accurate redesign layouts. 








MEMBER FIRMS 
; 


A’B C Business Forms 


777 N. W. 54th St 


Miami, Florida 


American Tag Co. 


State St 


6151 South 


Chicago 2 nois 


Cornelius Printing Co. 
2457 E. Washington St 
ndianapolis, Indiana 


Geiger Printing Co. 


8th & St. Louis Ave 


East St. Louis, Illinois 


John Green Press, Inc. 


7 South Church St 
Rockford nois 


The F. J. Heer Printing Co. 


364.386 S. Fourth St 


C mbus 16. Ohio 


Hudson Printing Co. 


akland 4. California 


Krieger-Ragsdale & Co. 
ad apg 


Maneke-Kinzie Printing Co. 
6 South Boulder 


ilsa, Oklahoma 


Caro Business Forms Co. 


1065 E. Caro Road 
Car Mithigan 


Office Systems Printing Co. 


95 Hudson St 


12 - 
New Y rk 5 ¥ Y 


Standard Printing Co. 


First National Bank Bidg 


Amarillc eras 


Utah Bank Note Co. 
34 South Fourth East 


sit Lake y Utah 
Valbro Corporation 

P.O. Box 367 
Winter Garden. Florida 


Woehrmyer Printing Co. 
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COSTS UP TO 40% 


print up to 90% of your office needs with a 


DITTO’ OFFSET DUPLICATOR 


—— It's easy to see why you save with a DITTO Offset! 


It handles practically any office printing job: forms, 
letterheads, mailers, manuals, catalog pages. It 
FREE uses both paper and metal masters—takes any 


weight of paper from 13-pound to card stock, any 


size from 3 x 5 inches to 12 x 14 inches. Prints in 
BOOK black and white or multi-color—halftones or line 
drawings—up to 8,000 impressions per hour. It's 


| easy to run, too! Touch a button... the DITTO 
shows you how! Offset starts, prints, counts, stops, cleans—all auto- 
matically! Mail coupon for FREE BOOK! 


DITTO and @ are registered trade marks (U.S. and foreign) of Ditto, Incorporated 


NEW ROAD © PROFITS 


DITTO OFFS o 
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What Does Our Data Processing 


Systems Representati ve Sell? 


Effective data processing is the reduction of 
many transactions into practical, usable reports. 
From these reports management judgment can 
be exercised to solve problems and apply correc- 
tive measures. 


Data processing systems and methods provide 
the necessary on-time results and reports to serve 
management. The Royal McBee systems repre- 
sentative applies the proper Royal McBee prod- 
ucts and services which fit the specific needs of 
a specific customer, 


The Royal McBee man is the product of a 
sound, continuous training program. In addition, 
he has the services of specialists in complex prob- 
lems; the opportunity to draw upon a host of 
successful case histories. 


The Royal McBee systems representative is 
trained to think first of the customer's problems 
before recommending a specific solution. Experi- 
ence teaches him that in the long run this philoso- 
phy results in an ever increasing use of all Royal 
McBee products and services. 


The Royal McBee man has at his command a 
full range of data processing tools — including 
sophisticated but compact electronic equipment, 
Keysort punched cards and processing equip- 
ment, specialized accounting forms, posters, bind- 
ers and many other data processing tools. 

Write or call your Royal McBee systems man. 
Invite him to discuss your problems with you. 
Often he will give you a new and effective slant. 
No obligation, of course, for such conferences. 


ROYAL MC BEE CORPORATION 
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